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ANALYSIS OF THE LETTERS. 


“TO DIRECTORS, “TEACHERS, AND SCHOLARS. 


Writine should be taught with as much system as 


|}; any other study. Lithographic copies should be used, 
| and no teacher should write the copies, 

| sehool so often changes its teacher, and the scholar 

{ . 

| passes from one grade of school to a higher, that, as. 


since thie 


seon as he has “partially acquired. one: system and 
style of writing, he is obliged to CHuge to another. 


| The authors of this system have aimed to bring for- 


ward a piain, simple, and yet elegant business hand- 
writing, taught strictly in a scientific manner, upon 
synthetical, and progressive principles, 
readily comprehended and. easily explained. The 
copies are a rege aoc between the angular and the 
round hand. 

PENMANSHIP is dhe: science and art of writing. 

It is of two kinds — Practical and Ornamental. 

Practical penmanship is the art of forming and 
joining together letters on scientific principles. | 

Ornamental penmanship is the art of Flourishing, 
Pen-drawing, or executing German and Old English 
Texts, and all other styles used for embellishment. 

Three movements are necessary in Writing : 

1. The finger movement. 


2. The fore-arm movement, the elbow being used as 


the centre of motion. . 

3. The whole arm movement. 

In the formation of the letters, six elementary prin- 
eiples are employed ; three in the small letters, and 


Bi three in the capitals ; ‘vin. : 


\ Ah El ba 
Catitt tol PEBILLUVIAET-t 
Oo we ee ae Cg SG 


py & 


Ze 


The i principle assumes three forms: the direct, 
inverted, and combined (77), and by it ten letters 


. a made (together with the short z) as follows: 


1. 2 is formed by prefixing thé hair-line to the first 
form of the z principle and dotting it. 
2. wis the z repeated, omitting the dots. 
3. wis the x with a small curve. 


2. 


r is the first form with the curve ese. : 
. tis the 2 lengthened and crossed: 
. n is the second and third forms united. — 
. m is the m preceded by the second form. 
. v is the third form with the curve, 
. # is the third form crossed obliquely. 
10. sis an irregular form of the :— hare to the 
left instead of the right. 
The short 2 is the 7 turned to the left and crossed. 


“1. 6 is the second elementary principle, and forms 
fiye letters — the? principle assisting in the formation 
of a and d. 

9. ais the o with the ? principle affixed. 

3. -d@ is the a with the z lengthened. 

4, cis half the oe with a slight curve and dot prefixed. 

5. e is half the o with the loop completed. 


1. 2 is the third elementary principle, and, direct 
and invert.d, enters into eleven letters. 

2: 6 is the 1 with the curye. 

3. kis the l, stopping at the line, with the third 
form of the 7 principle. 

4. k ig the 7, stopping at the line, witha small o, 
and the z principle. 

5. 9 is the l inverted and dotted. 

6. g is the / inverted, with the o prefixed. 

1. gis the g with the loop turned to the right. 

8. y is the Z inverted, with the third form of the i 
principle prefixed. 

9. 2, inits looped form, is the short. 2 with the in- 
verted J added. 

10. fis the direct and yet loops combined. 

ll. p is the f with the loops omitted, and the third 
form of the z principle added: 


wee is the first elementary principle of the capital 
/ Netters, called ‘ Hogarth’s Line of Beauty,” and iene 
the basis of ten letters. 

1, Ais the line of beauty with part of the small p 
added, and crossed*with a curve. 

2. N is the A without the curve, with the upper 
part of the line of beauty. 

3. Mis the WV with the O appended. 

4, Pigs the line of beauty with the O principle in- 
verted, 3. 

, B is the P with the O inverted. 

. Ris the P with the O direct. 

Sis the line of beauty with part of the O prefixed. 

8. is the S with the inverted small o. 
9. J is the line of beauty, preceded by part of the 
O principle. 

10. J isthe Z, with the loop added below the line. 

1, J’ is the second elementary principle of the cap- 
ital letters, and forms the basis of five letters. 

2. £ is the J’ crossed. : 

3. H isthe T eee with the letter C eppented, 


j height of the 7. 


4, Kis the AH, with a curve in tie C0. 
5. Z is the T principle, with the ending of the Z, or 


| with the large loop added below the line. The 7’ prin- 


ciple may be resolved into the line of beauty, with the 
third,orsecond and third formof the: principle prefixed. 


1. O is the third elementary principle of the capi-|f 


tal letters, and forms the basis of eleven letters ; five 


lof which are made from the O direct, and six from the j 


O inverted. 
2. Cis the O. with the loop prefixed. . 
8. dis the O with the small:e prefixed. 
4. Gis half the O with the loop prefixed, and half 


| the line of beauty added. 


| 


5. D is the O preceded by the line of beauty and a jf 


part of a larger O. 
6. Q is the O inverted, with the ending of the LL. 


7. Vis the O inverted, turned to the right, and the |F 


eurve added. 

8. U is the O inverted, turned to the right, and the 
O direct added. 

9. W is the O inverted, with the NV added. 
. 10. X is the O inverted, with the O direct added, 
and crossed by the line of beauty. 


E 


11. Y<is the O inverted, turned to the right, and 


half the line of beauty added. 


RULES FOR THE FORMATION OF LETTERS, 

HEIGHT oF THE: LeTTmRS. — The 7.is the unit of 
measure, and all the short letters are of equal height 
with the 2, except r,s and z, which are a little higher, 


~|In rapid writing the hair-line should be joined to the |F 
in the in- |f 


direct form of the i principle, near the top; 
verted, near the bottom. In medium or round-hand 
the hair-marks are joined at one third the height of 
the letter from the top or bottom. 

t, d, and p, are two and a half times the height. of 
the te 
the line. 


are proportionally shorter. 


The width of the o principle should be one-half its f 
‘neight, and the hair-mark should be joined to letters 


formed from it at about one half of their height. 
The tis crossed two thirds its height from the line, 


The pis three times the length of the below |f 
The loops and capitals are four times the |f 
In medium and coarse hand the loops |f 


The loops, both above and below the line, are crossed | 


one third the distance from the line, except the lower. 


loop of the J, which is crossed half the height of ae 1 


2 above the line. 
The letters d, t, p, and f, are shade 


Capitan Letrers.—The two eurves of. the line. 


of beauty should be equal, and the dot placed half 
the height of the 7 above the line. 


In A, NV, and J, the line of beauty i Is commenced | 
at the ‘bottom,—exeepting when it is made with aif 


broad easy curve, and shortened at the top, 
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In the A, the curve should cross. at one fourth its 
height, - hee rae ve 

_In the WN, the two spaces should be equal, and con- 
sequently the third line should correspond with. the 
first.. In’ the M, the three spaces should be equal, 


and the distance across the top equal to the distance at} 


the bottom, from the middle line to either outside line. 
In the L, S, and J, the O principle at the top of the 


letter crosses the line of beanty at just half the height. 


of the letter, and the Jat one:third. i 
The third, or second and third form of the? principle 
ishould be prefixed to 7, f, H, K, Z, and varied form of 
1| V, W, one third from the top. fis crossed in the middle. 
In S, L, 1, J, 7, and F, the line of beauty is shaded. 
| In the @ the line of beauty should be half the height 
of the letter, and not shaded. 
;| The DY should oceupy five spaces in width, the prin- 
i eipal space of the O being equal to two, and the space 
; above and below the O principle should correspond 
| with the others, making in all seven equal: spaces, 
| and the curve at the. bottom is equal to about half a 
space, being the same as that in the LZ, Z, and Q. 

In the O principle the width should be one half its 
' height; only one downward line should be shaded 
in both the direct and inverted forms; the shaded 
; stroke and the hair-mark should be parallel, and the 
space between these lines should be one fourth of the 
O in width, except in small letters it may be one 
third, and also in the inverted form at the left of the 
1 P, B, and &. 

At the right of the:M, R, H, K,.C, #, U, and X, 
the O should be half the height of the letters, and of 
equal. size in all of them, except in the C and # it 
may be a little broader.” The curve of the O.at the 
right of L, Z,andQ, should be one third of the height 
of the letters, and the inverted forms at the top of P, 
B; R, Q, V, U, W, X, and Y, should be two thirds 
the height of the letters on the left, and one third on 
the right of P, B, and J, and all of the same size. 
|| The above rules and principles will be found fully 

illustrated in the formation of the letters of the alpha- 
| bet, on P. & H.’s large Chirographic Chart for Teach 
ers, which should be used in every school. 


DESCRIPTION OF THE BOOKS. 


No, 1 contains a-drill exercise upon the formation of the 
fifteen letters included under the ¢« and o principles, in 
medium-sized hand, with several copies ef short words, 

No. 2.combines’a drill upon the formation of the twenty- 
six small letters, in a smaller hand, arranged under their 
respective principles, with the proper manner of connecting 
them together in words. 

In this and the two following numbers, particular attention 
is given to the fore-arm and finger movements, by appropri- 
ate exercises upon the elementary principles and their various 


B | combinations. : 


No. 8 exercises the pupil with a drill upon each letter of the 


alphabet — both small letters and capitals — systematically paper. 


No. 4 contains further exercises for the arm, words of 


-|medium length, sentences, anda complete review of the whole 


system, in astill smaller hand, 

The first four pages call attention toa drill: exercise upon 
waste paper to develop the fore-arm movement, the elbow 
resting upon the desk, and the fore-arm moving freely. 

The curve given upon the first page is described by the 
natural movement of the arm laterally. The straight lines are 
made by extending and contracting the fingers. 

No. 5. The principal feature of this book is the systematic 
arrangement of the capital letters tm pairs for drill exercises 
in words commencing with these letters, The last nine 
pages of this number have sentences extending aeross the 
page. Te pass 
No. 6 contains proverbial sentences, systematically ar- 
ranged. -. ene 

No. 7 contains historical sentences, in a little finer hand. 

No. 8 contains mereantile and other-business forms. 

No. 9 contains sentences in a larger hand than the pre- 
eeding numbers. : 

No. 10 eontains short sentences in a smaller hand. 

'- No. 11 contains-sentences in a fine hand for ladies. 

‘No. 12 eontains large coarse hand fer engrossing purposes, 
and the various styles of Ornamental penmanship, including 
German Text, Old English, and Italic characters. 

The former editions of Nos. 9 and 10 containing the large 
hand, will be furnished to those who prefer them. : 

The forearm and finger movements should be practiced 
by: ne ‘pupil daily, upon waste paper, before beginning to 
write. 


& 


METHOD OF CONDUCTING AN EXERCISE. 

Require the strictest attention of every pupil. Let 
each one be supplied, in addition to the writing-book, 
with pen, pen-wiper, ink, and waste paper. At a 
given signal, let the pupil take the following posi- 
tions and movements successively. 


ist. Sit erect, square with the desk, hands together. 


2d. Turn right or left. side to the desk (as the teacher 
may choose). 


Remarks.—Place the right arm upon the desk, the 
élbow resting on the edge, the left hand crossing the right 
at right angles, the side one inch from the desk. 

Place the feet-firmly upon the floor. three inches apart, 
the right three inches in advance of the left, and the book 
square before the right arm. ; 

If teachers desire to seat the pupils with the left side to the 
desk, let the same angle of the body be observed, the right 
arm resting upon the edge of the desk, half way from the 
wrist to the elbow, the book parallel with the arm... The 
great diffeulty of this position, is a pronenesr of the learner 
to move the hand down to the edge of the desk, resting upon 
the wrist, and thus destroying the free movement of the arm. 
For beginners, the right side is preferable; having learned 


the movements in this position, they can write very. readily 


in the other. 
3d, Open the hooks. ie 
4th. Open the inkstand and take the pen. 


. Remarks.—The pen should be held square with the}: 


“The best position for the pen is that which will not inter- 


plained to the pupil by letting the right hand fall down by /4 
the side of the body,.with ne effort to contract or expand the /j 
Raise the kand in this position, and every finger || 
Place the ‘pen |} 


muscles. 
will be in a proper place to receive the pen. : 
in the right hand, even with, or partly over the nail of the 
xecond finger, and sbout three-quarters of an inch from it, 


with the forefinger on the top of the pen-holder, and the |} 


thumb opposite the first joint of the forefinger. The pen 


should be held at an angle that will bring the pen-holder || 


just above the last joint. of the forefinger. See that the 
fingers are not too straight, but in the natural position they 
would take in hanging by the side, and that both points of 
the pen press equally upon the paper - ‘ 
~ Sth. Dip the peus in the ink 

6th. ‘Write. ; ‘ : 

At the close of the exercise let the following rules 
be observed : ) ; 

1. Sit ERECT, AND SQUARL WITH THE DESK 

2. WIPE THE PENS. ; 

3. CLOSE TXE INKSTANDS AND LAY DOWN PENS. 


a 


a ee 
ie ag 
\ 3 


i 


4. CLOSE THE BOOKS AND ARRANGE THEM FOR COL-|§- 


LECTING. 


Remarks.—Let the writing books on each desk be : 
placed together, title-page up and back towards the aisle, so |} 


that.a monitor passing down and up alternate aisles may 
take all of the books. : 


5. CoLLECT THB BOOKS. 


Remarks.—Select a monitor for every other aisle. num- | 9° 
ber them, and let each one place his package across that of |@ : 


the other,.so as to keep them separate. 


Each monitor, in giving out the books, should begin where f . 


he left off gathering them up. 


Writing, like arithmetic, geography, and grammar, should. 


*be taught in classes, Scholars of similar attainments should 
wijte the same page in the same number at the same time. 
Those who write more rapidly may use the waste paper until 
all have finished the page. Scholars absent from the regular 
lessons should go on with the class, and the pages that haye 
been omitted can be written at some other time. 

Writing should. in all cases, be a daily exercise. — 

In most schools, one hour.a day should be devoted to the 
subject of penmanship. Three-fourths of an hour should be 
given in all sehools. Inno case let Jess than half an hour be 
taken for this important subject. 

To obtain the free-use of the fore-arm, 
quently require the pupil to reverse the pen-holder, and 
slide it backward and forward upon the desk. upon the third 
and fourth fingers. The elbow must be kept stationary as 
the centre of motion, 


the authors fre- |4- 


the hand in a straight line with the |@ 
‘arm. and not turned over while moving to the right. 


The teacher should give frequently a general drill exereise A. 
on the @, 9, arid 7 principles, the scholars imitating him with- a 
out ink, or on waste paper with ink. as the teacher gives the |]. 


movements, something like the following: Ready, one, two, 
three, slide, finger, slide, finger. &c. 
&c.. in practising the J principle. 

capital letters be practised in a similar manner. 
preceding positions and movements d 
concert, The drill exercises in writing should be done rapid- 


: or, up, down, up, down, |B 
Let the principles of the | ° 
All of the | 7. 
must be practised in |g. 


ly, as expedition and legibility are the important requisites : 


of a penman. 


manship correctly, 


The use of the blackboard is indispensable in teaching pen-| J ° 


Pupils should be questioned daily upon the analysis of the]. 


arranged in the formation of words and sentences, in a little | 


smaller hand than the preceding number. - letters, the rules for their formation, and the rules for writing |¥ 


fere with the natural position of the fingers, Jt may be ex 
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_ TEACHERS, AND 1 PUPILS. 
_ The , Special Objects of the “Institute” are: ; 


ae fo Gets Families, Schools, and Colleses with. Competent Wee for any of ee ae 
Hee elias, of Instfuction.< The. address, gad particulars of buitable candidates, we ae 
ee ey osition, however. responsible, may always Wesobtamed. | ser oe ee as 
Aa ‘To aid Teachers in securing: ‘positions. adapted to hae gualifieatio ions. 
ea, To. negotiate the Purchase, Sale, and 1 Exghange of School Diet. CE ng 
w Ath. To be a general Depository. of Circulars: and information of good Shee | : 
i ae the convenience of Parents and Guardians when seeking” Bdveational. Adyaniagrs ceet 
oS for their Children and Warts: oy ee 
- | 6th. To supply School’ Officers jad. Res chiens witle Sehuol Pooks Apparatus, ‘Maps. Jon eee 
A Gighes. Charts, Sheet-Muste, Musica}* Instruments, and every kind of School Merchan- eae 
- dise, Amerjean and Foreign, at large discounts: from regular’ re ce oe aie ee 
BL ese For details and endoxssinent, aot) for ¢ our Circular. oe ee eee oe 
ce 7 Philade} ine Office, 25 orth Fourth St.) ce Ww NIC ACNT. ae |e es 
et } eur anor St Georgia. — | a ae : WOODS AN re co} — ! 
| (California: hee. agg £ rancisco. oe ey a oe | : 


© From hee ‘Sum Lee the accomplished Seigler and. eminent i Motu alae —\h 
~ Perhaps the most ‘remarkable esponent of what: METHOD -can Socomesh | is that Peers 
‘system. of Intelligence #ctics, ov that new piiase of Educational business, as conducted | |- 
and. developed by the ‘AMERICAN Sogo. Institute. Here is a set of gentlemen | | 
who keep themselves posted. ongthe entire: Educational - wants: and resources of the ae 
whole eountry. _jivery department of Education, high or low, comes within the plan. Pe. 
Ina word, as tor ‘Education, taking ib in a wide range, its apparatus, ‘its literature, its | 
wants and resources, are tabled,. as it might be, in a Bureau of: Educational Seats: : oe 

‘And now mark the effect of. such sknowledge. In a time consideration, what) |.) 0 
arse Insteak of schools. of high character being closed, ‘or suffered. to decline | 
until “the: right man turns” “Up, one. is: provided whose calibre ig: ‘Anown ! ‘The right ay 
‘man in the right, plage, as. Oe ae ke 

The loss of | time, “isdivection of saa, imposition ‘be unpr vitecmonel chvlataney— abt 
each i in itself 1 no small misfortune, to pare Qn. fs es seca meio, eae 
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. 6. SCHOLFIELD S ‘COMMERCIAL ACADEMY. 


POTTER, HAMMOND f C0. ‘take pleasure in announcing that they have disposed of their interest in ie 
Providence Commercial Academy to A. G. Seholfield, Proprietor and Prineipal of Scholfi jeld’'s Commercial 
Academy, 81 Westminster Street, Providence, R. J. This ‘Institution, which was established in 1846, has been in. 
successful operation ever since, and offers unsuipassed facilities jor obiaming. a complete, thorough, and practical 
business education. The branches taught are Single and Double Eniry Book Keeping, Penmanship, English: 
Branches, Mathematics, including Surveying and Navigation, and Mechanical and Perspective Drawing. A suite © 
of five rooms, handsomely furnished, two. of which are private, afford ample and pleasant, accommodation. A ‘ 
catalogue, containing full particv'ars,. with a ‘few, of es wea idleas ‘cl the eee upon business. matters, will 
be sent, prepaid, to any one who may desire it. ee | | 
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AMbiniature Chart of Princyples oS Dee 
Originated, arranged and written by S. A. Potter. 
Cre 


Direct, inverted and combined t principle. 


Figures cnd dots indicate spacing, fractions and horizontal marks the proportional 


height of the different paris of the letters. 


* 


PENMANSHIP is the science and art of writing. 
science, because it admits of a ‘system as complete as arithmetic, 


Writing isa 


ge ometr y, or-algebra. It has Deen heretofore considered merely 
as an exercise of inritation, while ev erything else taught has been 
systematized. This perfected system, it is claimed, is w orthy of 
the name of the science of writing. 

It is of two kinds, Practical and Ornamental. 

Practical penmanship is the art of forming and joining letters 
on scientific principles. 

Ornamental penmanship is the art of flourishing , pen-drawing, 
or executing German and Old English Texts, and ‘all other styles 
used for embellishme nt. 

Three movements are necessary in writing: 

1. The finger movement. 

This movement is made by opening and shutting the hau 

The finger movement gives the nice touches of beauty to a 
handwriting. The upward «troke is light, the downward heavier, 
because thie nib of the pen is not spread in moving upwards as it 


— nce 


is in moving downwards by the natural 
weight of the hand which makes the dowu 
ward line stronger 

2. The fore-arm movement 

-» | In this movement, the elbow, or the 
swell of the muscle below the elbow, is 
used as the centre of motion, the band 
sliding on the nails of the third and fourth 
fingers. The fore-arm carries the hair-line 
from letter to letter, and assists in striking 
the bolder lines of a written word. 

3. The whole-arm movement. 

This is a free movement of the whole arm 
in any direction. By the whole-arm move- 
ment are accomplished such strokes with 
the pen as a skilful painter might make 
with a brush in tracing a bold sketch, or 
striking out a rapidly-drawn picture, 

In the formation of the letters siz ele- 
mentary principles are employed; three iu 
the small letters, and-three in the capitals. 

These six principles, variously combined, 
form every letter of the alphabet, as seen 
in the diagram. 


Analysis of the Letters, and. 
Rules for their Formation. 


SMALL LETTERS. 


The smal) letters are formed by means 
of three elementary principles, viz. the 7, 
the o, the . 

1. The z principle. 

The z principle assumes three forms: 
1st. The direct (¢); 2d. The inverted (7); 
3d. The combined form (2); and by it ten 
letters are made, as follows: 

1. 7 is formed by prefixing the hair line 
to the first form of the 7 principle and 
dotting it. 

The hair line joins the? principle at one- 
fifth from the top. The dot is twice the 
height of the 7 from the line. Commence 
to turn the 7 at the bottom one-fifth from 
the line. | 

2. wis the 7-repeated, cinitting the dots. 

3. wis the w with a small curve. 

4.7 is the first form with the curve 
prefixed. 

5. tis the ¢ lengthened and crossed two- 
thirds its height from the line. The hair 
line joins at half the height of the letter. 

6. 21s the second and third fornis united. 

7. m is the m preceded by the second 
form. 

The hair line joins at one-fifth from the line. The last part of 
the 2 and m should be of the same height with the first part, and 
the spaces equal. 

8. v is the third form with the curve. 

The curve in the w, 7, and v should be made without looping 


it. In the w and v it ‘should be the same height from the line as 


‘the first part of the letter. 


9. x is the third form crossed obliquely. 

10. s is an irregular form of the 7—turning to the left instead 
of the right, and stopping with a bAoe on the hair line, at one-fifth 
its height. 

2. Theo jprenctule, 

By the o principle five letters are formed y—the @ principle 
assisting in the formation of a and d. ‘ 

1. ots the simple principle. 

2. a is the o with the7 principl@affixed. _ 

3. dis the a with the7 lengthened. 


en es Snape a ao na ee 


4 cis apart of the o with a dot prefixed. 
5. ¢ is half the o in the form of a Joop. af 
The hair line prefixed to these letters unites in the o, a, d, and i 
ec at one-fifth from the top, and crosses in the e at one- third the 
height. Make the dot in the ¢ one-fifth from the top. Theo,a,d, jp 
9, 7, Should never be left open at the top. In thea, a, g, and q, fh 
the o is made with a greater slant, in order to join with the t or 
the loop principle aé the ges of the letter ‘ 


A 
& 
if 
{ 


sumes two ie st, the direct; 2d, the 

fo eleven letters, whi ich are formed by the 
rinciples. ttt, 

1, lis the a turngll at the bottom. ~ 

2. bis the l with tlig small curve bs 

1 he third form of. the ¥ Pring affixed. 

I curve in the2 pr ieee if 

and dotted. re 

vith the third Jor 


5 jis the fee inver aa 
6. y is the loup i inverted, 
prefixed. Sp aii eiaai 
7. zis the r or s with the iene 1dop ad fed. 
8. g is the loop inverted. with the o prefixed. 
9. q is the g with the hair line that forms the loop turned to the 
right. 
“40. J is the direct form of the loop combined with the inverted | 
form turned to the right. 4 
ll. pis the f with ‘the loops omitted, and thé third form of the i 
i principle added. ue 
In all the loops except the q and the lower loop of the f, the J 
hair line crosses at one-third the distance from the line, either | 
above or below. ‘rhe hair line of the q diverges 1egular ly from | 
the downward mark till it unites with the next letter 1 


‘the z pr ‘inciple|f | 


The lower loop of the / crosses at half the height uf the 7 above 
the line. The hair line of the p unites at the top. 
RULES FOR THE SMALL LETTERS \ 


The vis the unit of measure. All the short letters are of equal _ 
height with the 7, except r,s, the lower part of the k, and thes 


upper part of the z. These are one fourth higher. | th 
The ¢ and @ are two and a half times the height of thet. The | 
pis two and a half times the 7 measure above , and twice the il 


length below the line. Hh 
The loops are all four times the ~ measure above or below the ff 
line. All spaces between the parts of the letters in the ?@ prin- 
cipie should be equal to the space in the w, which is one-half the vy 
height, except in rapid running hand, which is more open, the | Hl 
width "of each space being about two-thirds the height. The 
width of the o is half the height, and is the same throughout. ay 
All loops are of equal widde one-half the 7 measure. J 7% NM 
Only t, d, f, and pare shaded, except a slight shade of, 
principal downward stroke in the o principle. ¥ 
The first line of the following ketters curves towar as the left, | 
or, in other words, they have their concave side towards the left, a 
Viz. 1, Us W, 1, t, 8; & ly by hy Tes Jy 2K De } 
The first line of the following letters curves towards the right, 
VIZ, 1, 11 2s 0, a, d, 9, 9: Y: ' 
"he last line of the following letters is cur ved towards the left: 
2, U. W, 7 t, N; M, V, S, L, 0, As d. c,e,G bh, ky ff, p. The last line | 
of the following letters is curved towards the right: J, 9,9; Y; 2 


THE CAPITAL LETTERS. 
The capital letters are made by three elementary principles. a 
1. The Line of Beauty. " 


The celebrated “ Hogarth’s Linc of Beauty,” ( / ) which figures nH 
so conspicuously in drawing and painting, is one of the most i 
graceful and beautiful lines in the art of penmanship. It enters Ht 
into ten letters, of which it forms the essential basis. 

Whenever this element is made complete, the upper and lower i 
curves should be equal, and the dot stops at one-half the height i) 
of the 7. au 

1. A is the line of hearty , Without the curve at the top, with a i 
part of the small p added,’ und” crossed with a curve at one-third 
the height. 
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The A makes one space in width, which is the unit of measure. 

2. N is the A without the cross, with the upper part of the 
line of beauty parallel te the first line, making two equal spaces. 

3. Mis the N with the O appended, making three equal spaces. 

4, P is the line of beauty with the inverted O, which occupies 
es the height of the letter on the left, and one-half on 
the right. 

5. Bis the P with a part of the inverted O, which takes two- 
thirds the height. 

6. # is the P with the direct O. ; 

7. Sis a part of the O or loop joined to the line of beauty at 
-the top with a loop. ‘The O or loop crosses at half the height. 

8. Z is ‘the S with a small horizontal loop at the bottom, on 
the left, ending with a small o on the right, one-third its height. 

9. J is the line of beauty prefixed by a part of the O, which 
joins it.at the top, and occupies one-half the height. . 

10. J is the J extended below the line in the form of a loop. 
The upper curve is one-third the length of thé letter, and the 
loop crosses at one-half the length. 


2. The T principle. 

The 7 principle is the line of beauty prefixed with the third 
form, or the second and third forms of the 2, one-third from the 
top, and forms the basis of five letters. 

1, Lis the simple principle. 

2. Fis the 7 crossed at half its height. 

ee Zis ine 7 with the ending of the Z, or with a loop below 
the Ine: 
4. His the T joined by an inverted loop to the letter C. 

5. K is the HW with a curve in the middle of the Cin the form 
of a brace. 

From this principle 
and W 

3. The O principle. 

The O principle assumes two forms, Ist, the direct, 2d, the in- 
verted, and is the basis of eleven letters, five of which are made 
from the O direct, and six from the O inverted. 

1. O is the simple principle. 

2. Cis the O with the loop prefixed, crossing at half the height. 

3. E is the O with the'small e prefixed, which occupies one- 
third the height. 

4, G is half the-O in the form of a loop, and half the line of 
beauty added. 

The O occupies three-fourths the height, and the line of beauty 
one-half the height. 

5. Dis the O with the line of beauty and a part of a larger O. 

6. Q is the CG inverted, with the ending of the Z. 

7. Vis the Oinverted, turned to the right, and the curve added. 
This curve should not be looped. 

8. U is the O inverted, turned to the right, and the O direct. 


added. 


9. W is the O inverted, with the added. 

10. ‘is the O inverted, witn ihe O direct added and crossed by 
the line of beauty in the middle. 

11. Vis the O inverted, turned to the right, and half the line 
of beauty added. Or, it is the O inverted, prefixed to the latter 
half of the G. 


RULES FOR THE CAPITAL LETTERS. 


The width of the O is one-half its height. The width is divided 
into four eyual spaces, the distance between the first and last 
lines being one. If the O be smaller, direct or inverted, as in the 
Mor the P, the width should be three equal spaces. 

The direct O in the M, R, H, K, C, E, U, X, should be half the 
height of the letters. 

The inverted O in the P, B, R, Q,V, U, W, &, Y, occupies two- 
thirds the height. . 

The width of the D may be divided into five equal spaces, the 
principal space of the O being equal to two, and the spaces above 
and below the O should correspond to the others, making in all 
seven equal spaces. ae 

The loop at the bottom, which is the same in the LI, short Z, 
and the Q, occupies half a space. 


may also be made the varied fowm of V 


ject of penmanship. 


The principal downward stroke of each letter is shaded. Only 
one line is shaded, except in Band R#. 

The line of beauty is never shaded in plain writing, except in 
the 8, L, J, and J. Sarat 

The shaded line of the A is heaviest at the bottom; in the JV, 
and M, in the middle; in the S, ZL, and J, below the crossing; in 
the J, below the line. 

The O, direct or inverted, has the outside line shaded. 

The third form of the 7 in the 7 principle should be slightly 
shaded. ‘These principles of shading, it will be understood, apply 
primarily to the. ordinary style of business writing. They teach 
us to form what might be termed the stundard letter.. In Nos. 12, 
13, and 14, a great variety of forms and styles will be found for 
ladies and for mercantile penmanship, all, however, growing out 
of this standard letter. All of these can be analyzed, and rules 
given for their formation, as well as for the formation of letter 
by the ordinary style. 

For example, the prevailing style of the line of beauty in these 
numbers is heavy in all the letters in which it enters, and instead 
of stopping with a dot, it is carried around with a curve, and this 
curve is brought up to half the height of the letter. 

Whenever this style is used the oval need not be shaded. 

In No. 15 will be found German Text and Old English letters. 
A careful inspection by one who has studied our system of analy- 
sis, will reveal the fact that all the letters in German Text are 
made from the four marks, or principles, which precede them, 
and the same is true of the Cld English. 


Distributing the Copy-Books. 


Select a monitor for every second aisle, number them, and direct 

them to place two books on double, and one only on single desks. 
If a pu,il is absent, his book is to be left on his desk, and gathered 
up with the rest at the close of the writing exercise Each mon-| 
itor, in giving out the books, will begin where he left off gather- 
ing them up. Let the writing-books on each desk be placed toge- 
ther, title-page up and back towards the aisle, so that a monitor 
passing down an! up alternate aisles may take all of the books. 
On collecting the books, they should be put away in the order in 
which they are laid together by the monitors. It is an excellent 
plan for teachers to require every scholar to cover his copy-book 
neatly with brown paper. 

Writing, like arithmetic, geography, and grammar, should be 
taught in classes Scholars of similar attainments should write 
the same page in the same number at the same time. Those who 
write more rapidly may use the waste paper until all have finished 
the page. Scholars absent from the regular lessons should go on 
with the class, and the pages that have been omitted can be 
written at some other time. 

Writing should, in all cases, be a daily exercise. 

In most schools, one hour a day should be devoted to the sub- 
Three-fourths of an hour should be given in 
all schools. 

The use of the blackboard is indispensable in teaching penman- 
ship correctly. ; 

Pupils should be questioned daily upon the analysis of the 
letters, the rules for their formation, and the rules for writing. 

For more extended instruction, see Treutise, Circular, and Charts. 


Method of Conducting an Exercise in 
Writing. 

Require the strict attention of every pupil. Let each one be 
supplied, in addition to the writing-book, with pen, pen-wiper, 
ink, and waste paper. At a given signal, let the pupil take the 
following positions and movements successively. 


1. Sit erect, square with the desk, hands together. 
2. Turn right or left side to the desk (as the teacher may 
choose). , 


Remarks.—Place the right arm upon the desk, the elbow 
resting on the edge, the left hand crossing the right at right 
anges, the side one inch from the desk. 


right three inches in advance of the left, and the book square 
betore the right arm. - . 

If teachers desire to seat the pupils with the left side to the 
desk, let the same angle of the body be observed, the right arm 
resting upon the edge of the desk, half way from the wrist to the 
elbow, the book parallel with the arm. ‘lhe great difficulty of 
this position, is a proneness of the learner to move the hand down 
to the edre of the desk, resting upon the wrist, and thus destroy- . 
ing the f'ee movement of the arm. For beginners, the right side 
is preferable; having learned the movements in this position, 
they can write very readily in the other. 

3. Open the books. 

4, Open the inkstand and take the pen. 


Remarks.—the pen should be held sgnare with the paper, | 
and at an angle of 51° trom the desk, the same as the slope of the 
copies. 

The best position for the pen is that which will not interfere 
with the natural position of the fingers. 1t may be explained to 


the pupil by letting the right hand fall down by the side of. the |; 


body, with no effort: to contract or expand the muscles. Raise 


}the hand in this position, and every finger will be in a proper 


place to receive the pen. Place the pen in the right hand, even 
with, or partly over the nail of the second finger, and about three- 


quarters of an inch from it, with the forefinger on the top of the |} @ 


pen-holder, and the thumb opposite the first joint of the forefing” . 
The pen should be held at an angle that will bring the pen-nolder 
just above the last joint of the forefinger. See that the fingers are 
not too straight, but in the natural position they would take in 
hanging by the side, and that both points of the pen press equally: 
upon the paper. ' 


5. Dip the pens tn the ink. 
6. Write. 


Method of Closing an Exereise in Writing. 


Let the following rules be observed: — 
1. Sit erect, and square with the desk. 
2. Wipe the pens. 


_ 3. Close the inkstands and lay down pens. While the ink 
is drying the teacher can mari the credits for the lesson. 


i4, Close the hooks and arrange them for collecting. | - 
5. Collect the becks. 


Marking Lessons in Writing. 

A system of crediting should be adopted by which every pupil 
may become his own critic, for exercises in writing. Pupils are 
expected to study thoroughly the principles of writing, as laid 
down on the covers, and then report the credits (as a class or indi- 
vidually). as the teacher names the points of criticism, giving each 
pupil as many credits as he has perfect of the ten specified below. 


1. Correct knowledge of the Analysis and rules for the 
formation of the letters. 


2, Correct position of sitting. 

8. Holding the pen correctly. 

4, Sloping correctly (at an angi< of 61°). 
5. Writing lightly and easily. 

6. Writing rapidly (if well). 

7, Shading the letters correcvly. 

8. Uniformity in spacing. 

9). Writing the same size of the copy. 
10. Neatness, free from blots. 


Teachers can combine these points of criticism mentioned, so as 
to use more or lers, to suit their own standard of marking. 


Place the teet firmly upon the floor, three inehes apart, the| For further explanation, see Penmanship Explained, and Charts. » 
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In shading, the O takes precedence to the line of beauty. — 
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ANALYSIS AND RULES FOR THE FORMATION OF THE FIGURES. 


The figures are one and a fourth times the height of the 7 principle, except 3, 4, and 6, which’are one and a half times above, and 7 and.9, which extend one. anda third 
times below the line. The vertical lines that cross the dollar mark extend one and a half above and below the line. The character dis about twice the height of the 7 above the 
line. : 5 : 

Figure is formed by a hair-line meeting the principal line at the top. The principal line is gradually shaded from the top to the bottom, like the top of the small p, 

is similar to the capital Q, with the small 0 on the right omitted, and terminating at a quarter of the height of the figure. 
3 is the capital H reversed, stopping with a dot a quarter of the height of the figure above the line. 

is formed by a concave hair-line, turned in a loop at the bottom, and crossed by a small figure 1 without’ the hair-line. . 
5 is formed by a straight line, one-third the height of the figure, connected by a small Joop to the lower. part of the figure 3, and finished with a herizontal curve at the top. 
; is the direct form of the capital O, two-thirds of the height, with the first part, extended a little above the height of the unit. “9. ; 

is an irregular curved line meeting.a line, extended half its length below the line. The principal line is shaded like the figure I. iJ 

an irregular line of beauty shaded near the bottom and crossed by # convex hair-line, one-third of the length from the top. ‘ 

9 is the small o principle, three-fourths the height, joined to the principal part of the figure 1, which extends one-half of its height below the line. 
0 is simply zero, or the small o. tee aka 
$.—The dollar mark is a capital S formed irregular like the printed letter, and crossed vertieally by two parallel straight lines. The dets stop at one-fourth of the height of the 
mark from the top and bottom. : : 

é is formed of two lines of beauty; the first, direct; the second, inverted and reversed, turned at the top in a Joop half its height, and terminating’in a horizontal 
curve line. The lvop is shaded on the left. ’ ‘ ‘ 
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DESCRIPTION OF THE COPY BOOKS. 2. The Ladies’ Series—which consists of Nos. 10 to 12 (melaslve. 


1. The School Series—Nos. 1 to 9 inclusive. It is expected that learners will have written the school series previous to their™ 


using this ‘set, which it is thought they will then find well adapted to perfect them iti 

No. 1 contains a drill exercise upon the formation of the letters included under an elegant and easy handwriting. These copies are, of course, in a finer hand than the 
the 7 and o principles, in medium-sized hand, with copies of short words. : copies of the school series. , ‘ 

No. 2 combines the drill upon the formation of the twenty-six small and capital let- No. 10 contains short sénfences, two on a page. way 
ters, in a smaller sized hand, arranged under their respective principles, with the proper No. 11 has historical sentences in a finer hand than those of No. 10. 
manner of connecting them together imwords. ; No. 12 is the Ladies’ bod# «f forms. each copy consisting of four Jines, and written 

In this and the two following numbers, particular attention is given to the fore-arm in an easy, flowing manner, with a variety of styles for the capital letters, 
and finger movements, by appropriate exercises upon the elementary. principles, and 
their various combinations. . 

No. 3 exercises the pupil with a drill upon each letter of the alphabet—both small 
letters and capitals—systematically arranged in the formation of words, in a smaller hand 
than that of the preceding number. 

No. 4 contains further exercises for the arm, words of medium Jength, and a com- 
plete review of the whole system, in a still finer hand. 

The first six pages call attention to a drill exercise upon waste paper to develop 
the fore-arm movenent, the elbow resting upon the desk, and the forearm moving 
freely. 

The Curve given upon the first page is described by the naturalh movement of the 
arm laterally. The straight lines are nade by extending and contracting the fingers. 

No. § The priticipal feature of this book is the systematic arrangement of the 
capital letters for drill exercises, followed by words and sentences commencing. with 
these letters. The drill upon capitals in this book is most systematic, thorough, urd 
complete. 

No. 6 contains proverbial sentences. systematically arranged. 

No. 7 contains histerica] sentences in a little finer hand. 

No. 8 contains notes, drafts, bills, and other business forms. 

No. 9 contains sentences in a larger hand than in the preceding numbers. 


3. Mercantile and Ornamental Series—Nos. 13 to 15 inclusive. 
This set is composed of Nos. 15 to 15 inclusive. 
No. 13 contains words and senter.ces so arranged as to give an extensive drill on the 
various styles of capital letters. i 
No. 14 is made up of various book-keeping forms, consisting of the forme of entry in 


tain a great variety of capital letters, with drill on the different styles. 


writing, to any book ever before published. This book is eriginal in its design and 
execution—nothing of the kind has ever before been presen ted to the public. The copies 
are atranged systematically, and the paper is ruled in columns te correspond to the 
book-keeping forms.) 

No. 15* contains large coarse hand copies for engrossing purposes, Day Book and 
Ledger headings, and the various styles of Ornamental Penmanship, including German 
‘Lext, Old English, and Italic characters. ne 
those who prefer it. 


© 


| book-keeping before entering upon that study. It is believed that this book will be 
| 
| 


COWPERTHWAIT & CO., Publishers, 
| . Philadelphia. 


, << e 
SCHOLFIELD’S COMMERCIAL COLLEGE, Providence, R. I. : 

THE principal branches taught in this Institutwon ure Book-Aeeping, Cominercial Law, t xumanship, Surveying, Navigution, Mechanical Drawing, and the Ancient and Modern Languages. 

The College is locuted in the Howard Building, whicie is the finest Commercial-School edifice tn the civilized world. It zs situated in the centre of the city, conventent to the Depots and to 
boarding-houses for the accommodation of students from abroad. The Halls in tiis building are the most elegant, airy and commodious ever appropriated to Academical uses. One of them 
seats comfortubly u thousand students. 

The speciul aim of this Instdution 71s thorough business efficioncy. The teachers in the Mercantile Department are practical Book- Keepers, thoroughly educated for their position by 
long experience at the accountants desk. ae 


Circulars sent to any address free uf expense. ee & ay A. G SCHOLFIELD. 
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different kinds of business transactions. ‘The copies comprise feur lines ach, and con-" 
It is the drill book of the series, and should be written by all who propose to study: 


found superior in arrangement, and in the ease and elegance of the copies for business 


The former edition of No. 10, containing the large-hand cepies, will be furnished to 
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ee A. BROW N&O. 
No. 29 Cornhill, BOSTON. 


Ent : mace 1g 
Entered o ac cording % Act of Congress, in the year 1858, by POTTER & HAMMOND, in the Clerk’s Office of the District Cc at ERR bae coe 
Entered according to Act of Conipress, in the year 1841, by POTTER & HAMMOND. in the Clerk's Office of the District Court fer joe District of Peuuastania: 


r is the first form with the curve hes, 
. t is the z lengthened and crossed. 
. nis the second and third forms united. 
. m is the n preceded by the second form. 
. vis the third form with the curve. 


Writine should be taught with as much system as 
any other study. Lithographic copies should be used, 
' and no teacher should write the copies, since the 
school so often changes its teacher, and the scholar 
passes from one grade of school to a higher, that, as 
soon as he has partially acquired one system and * is the third form crossed obliquely. 
style of writing, he is obliged to change to another. 10. s is an irregular form of the :— turning to the 
The authors of this system have aimed to bring for-|left instead of the right. 
ward a plain, simple, and yet elegant business hand-| The short z is the r turned to the left and crossed. 


| writing, taught: strictly in a scientific manner, upon 1. o is the second elementary principle, and forms 
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analytical, synthetical, and progressive principles, | fye letters — thei principle assisting in the formation 
readily comprehended and easily explained. The|o¢ q and d. 
| copies are a compromise between the angular and the| 9, q is the o with the i principle affixed. 
round hand. : ; a 3. dis the a with the z lengthened. 
PENMANSHIP is the science and art of writing. A. cig half the o with a slight curve and dot prefixed. 
It is of two kinds — Practical and Ornamental. 5. e is half the o with the loop completed. 
Practical penmanship is the art of forming and) 4. 7 is the third elementary principle, and, direct 


joining together letters on scientific principles. 

Ornamental penmanship is the art of Flourishing, 
1 Pen-drawing, or executing German and Old English 
Texts, and all other styles used for embellishment. 

Three movements are necessary in Writing : 

1. The finger movement. 

2. The fore-arm movement, the elbow being used as 
the centre of motion. 

3. The whole arm movement. 
| In the formation of the letters, sx elementary prin- 
| ciples are employed ; three in the small letters, and 
Si three in the capitals ; viz. : 
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ANALYSIS OF THE LETTERS. 


The i principle assumes three forms: the direct, 


and invertd, enters into eleven letters. 

2. 6 is the 7 with the curve: 

3. A is the J, stopping at the line, with the third 
ai of the z pr inciple. 

. k is the J, stopping at the line, with a small o, 

and the z principle. 

5. j is the / inverted and dotted. 

6. g is the J inverted, with the o prefixed. 

7. q is the g with the loop turned to the right. 

8. y is the 7 inverted, with the third form of the 7 
principle prefixed. 

9. z, inits looped form, is the short z with the in- 
verted / added. 

10. fis the direct and inverted loops combined. 

11. pis the f with the loops omitted, and the third 
form of the: principle added. 


ST is the first elementary principle of the capital 
letters, called ‘“‘ Hogarth’s Line of Beauty,” and forms 
the basis of ten letters. 

1. A is the line of beauty with part of the small p 
added, and crossed with a curve. 

2. Nis the A without the curve, with the upper 
part of the line of ‘beauty. 

3. Mis the IV with the O appended. 

4. P is the line of beauty with the O principle in- 
verted. 

5. B is the P with the O inverted. 

6. Ris the P with the O direct. 

7. Sis the line of beauty with part of the O prefixed. 

8. Lis the S with the inverted small o. 

9. I is the line of beauty, preceded by part of the 
O principle. 

10. J isthe J, with the loop added below the line. 


1. Tis the second elementary principle of the cap- 
ital letters, and forms the basis of five letters. 
2.. Fis the J crossed. 


inverted, and combined (/ 72), and by it ten letters 
are made (together with the short z) as follows: 

1. i is formed by prefixing the hair-line to the first 
| form of thez principle and dotting it. 
| 2 wis the z repeated, omitting the dots. 
3. w is the uw with a small curve. 
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3. H isthe 7 principle, with the letter C appended. 


SCHOLARS. 


4, Kis the H, with a curve in the C. 

5. Zis the T principle, with the ending of the L, er 
with the large loop added below the line. The 7’ prin- 
ciple may be resolved into the line of beauty, with the 
third,orsecond and third formof the? principle prefixed. 

1. O is the third elementary principle of the capi- 
tal letters, and forms the basis of eleven letters ; five 
of which are made from the O direct, and six from the 
O inverted. 

2. C is the-O with the loop prefixed. 

3. Eis the O with the small e prefixed. 

4. Gis half the O with the loop prefixed, and half 
the line of beauty added. 

5. D is the O preceded by the line of beauty and a 
part of a larger O. 

6. Q is the O inverted, with the ending of the L. 

7. Vis the O inverted, turned to the right, and the 
eurve added. 

8. Uis the O inverted, turned to the right, and the 
O direct added. 

9. W is the O inverted, with the JV added. 

10. X is. the O inverted, with the O direct added, 
and crossed by the line of beauty. 

11. 
half the line of beauty added. 


RULES FOR THE FORMATION OF LETTERS. 
Heicut oF THE LETTERS. — The 7 is the unit of 
measure, and ald the short letters are of equal height 
with the i, except 7, s and z, which are a little higher. 
In rapid writing the hair-line should be joined to the 
direct form of the z principle, near the top; in the in- 
verted, near the bottom. In medium or round-hand 
the hair-marks are joined at one third the height of 
the letter from the top or bottom. 

t, d, and p, are two and a half times the height of 
the 7. 
the line. The loops and capitals are four times the 
height of the 7. In medium and coarse hand the loops 
are proportionally shorter. 


Y is the O inverted, turned to the right, and |— 


The p is three times the length of thez below | 


é 


(ee 


The: width of the o principle should be one-half its li 


neight, and the hair-mark should be joined to letters | 


formed from it at about one half of their height. 


The ¢is crossed two thirds its height from the line, | ; 


The loops, both above and below the line, are crossed 
one third the distance from the line, except the lower 


loop of the /, which is crossed half the height ef the 


4 above the line. 
The letters d, t, p, and f, are shader 


CapitaL Letrrers.—The two eurves of the line 


of beauty should be equal, and the dot placed half | 


the re of the z above the line. 
In A, N, and W, the line of beauty i is commenced 

at the bottom,—exeepting when it is made with a 

broad easy curve, and shortened at the top. 
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In the A, the curve should cross at one fourth its 
height. - . 

In the NV, the two spaces should be equal, and con- 
sequently the. third line should correspond with the 
first. In the M, the three spaces should be equal, 
and the distance across the top equal to the distance at 
the bottom, from the middle line to either outside line. 

In the L, S, and J, the O principle at the top of the 
letter crosses the line of beauty at just half the height 

| of the letter, and the Jat one third. 

The third, or second and third form of the ¢ principle 
should be prefixed to 7, F', H, K, Z, and varied form of 
V, W, one third from the top. Fis crossed in the middle. 

In S, L, d, J, T, and F, the line of beauty is shaded. 

In the G@ the line of beauty should he half the height 
of the letter, and not shaded. 

The D should oecupy five spaces in width, the prin- 
cipal space of the O being equal to two, and the space 
above and below the O principle should correspond 
with the others, making in all seven equal spaces, 
and the curve at the bottom is equal to about half a 


| space, being the same as that in the Z, Z, and Q. 


| In the O principle the width should be one half its 
height; only one downward line. should be shaded 
in both the direct and inverted forms; the shaded 
stroke and the hair-mark should be parallel, and the 


i space between these lines should be one fourth of the 


O in width, except in small letters it may be one 
third, and also in the inverted form at the left of the 


| P, B, and &. 


At the right of the M, R, H, K, C, FE, U, and X; 
the O should be half the height of the letters, and of 
equal size in all of them, except in the C and £ it 
may be a little broader. The curve of the O at the 
right of Z, Z, and Q, should be one third of the height 
of the letters, and the inverted forms at the top of P, 
B, R, Q, V, U, W, X, and Y, should be two thirds 
the height of the letters on the left, and one third on 


the right of P, B, and R, and all of the same size. 


The above rules and principles will be found fully 
illustrated in the formation of the letters of the alpha- 
bet, on P. & H.’s large Chirographie Chart for Teach- 
ers, which should be used in every school. 


DESCRIPTION OF THE BOOKS. 


No. 1 contains a drill exercise upon the formation of the 
fifteen letters included. under the 7 and o prineiples, in 
medium-sized hand, with several copies of short words. 

No. 2 combines a drill upon the formation of the twenty- 
six small letters, in a smaller hand, arranged under their 
respective principles, with the proper manner of connecting 
them together in words. 

In this and the two following numbers, particular attention 
is given to the fore-arm and finger movements, by appropri- 


| ate exercises upon the elementary principles and their various 


combinations. 
No. 3 exercises the pupil with a drill upon each letter ofthe 


No. 4 contains. further exercises for the arm, words of 
medium length, sentences, and a complete.review of the whole 
system, in a still smaller hand. 

The first four pages call attention toa drill exercise upon 
waste paper to develop the fore-arm movement, the elbow 
resting upon the desk, and the fore-arm moving freely. 

The curve given upon the first page is described by the 
natural movement of the arm laterally. The straight lines are 
made by extending and contracting the fingers. : 

No. 5. The principal feature of this book is the systematic 
arrangement of the capital letters in pairs for drill exercises 
in words commencing with these letters. The last nine 
pages of this number have sentences extending across the 
page.. 

No. 6 contains proverbial sentences, systematically ar- 
ranged. 

No. 7 contains historical sentences, in a little finer hand. 

No. 8 contains mercantile and other business forms. 

No. 9 contains sentenees in a larger hand than the pre- 
ceding numbers. 

No. 10 contains short sentences in a smaller hand. 

No. 11 contains sentences in a fine hand for ladies. 

No. 12 contains large coarse hand for engrossing purposes, 
and the various styles of Ornamental penmanship, including 
German Text, Old English, and Italie eharacters. . 

The former editions of Nos. 9 and 10 containing the large 
hand, will be furnished to those who prefer them. 

The forearm and finger movements should be practiced 
by. the pupil daily, upon waste paper, before beginning to 
write. 


” 


METHOD OF CONDUCTING AN EXERCISE, 


Require the strictest attention of every pupil. Let 
each one be supplied, in addition to the writing-book, 
with pen, pen-wiper, ink, and waste paper. At a 
given signal, let the pupil take the following posi- 
tions and movements successively. 


ist. Sit erect, square with the desk, hands together. 


2d. Turn right or left side to the desk (as the teacher 
may choose). at 


Remarks.—Place the right arm upon the desk, the 
elbow resting on the edge, the left hand crossing the right 
at right angles, the side one inch from the desk. 

Place the feet firmly upon the floor, three. inches apart, 
the right three inches in advance of the left, and the book 
square before the right arm. 

If teachers desire to seat the pupils with the left side to the 
desk, let the same angle of the body be observed, the right 


,arm resting upon the edge of the desk. half way from the 


wrist to the elbow, the book parallel with the arm. The 
great difficulty of this position, is a proneness of the learner 
to move the hand down to the edge of the desk, resting upon 
the wrist, and thus destroying the free movement of the arm. 
For beginners, the right side is preferable; having learned 
the movements in this position, they can write very readily 
in the other. 


od. Open the books. 
4th. Open the inkstand and take the pen. 
Remarks.—The pen should be held squaye with the 


alphabet — both small letters and capitals — systematically , paper. 


|| arranged in the formation of words and sentences, in a little 
|| smaller hand than the preceding number. 


|fere with the natural position of the fingers, It may be exe 


The best position for the pen is that which will not inter- 


plained to the pupil by letting the right hand faJl down by | 
the side of the body, with no effort to contract or expand the [| 


Raise the hand in this position, and every finger }} 
Place the pen |} 


muscles. 
will be in a proper place to receive the pen. 


in the right hand, even with, or partly over the nail of the |} 


second finger, and shout three-quarters of an inch from it, 


S. 


with the forefinger on the top of the pen-holder, and the |j 
thumb opposite the first joint of the forefinger. The pen |} 
should be held at an angle that will bring the pen-holder |j 


just above the last joint of the forefinger. See that the, 
fingers are not too straight, but in the natural position they 
would take in hanging by the side, and that both points of . 
the pen press equally upon the paper 

5th. Dip the pens in the ink. 

6th, Write. ; 

At the close of the exercise let the following rules, 
be observed : 

1. Sir ERECT, AND SQUAR}L WITH THE DESK 

2. WIPE THE PENS. 

3. CLOSE TNE INKSTANDS AND LAY DOWN PENS. 


a 


4, CLOSE THE BOOKS AND ARRANGE THEM FOR COL- | 


LECTING. 

Remarks.—Le® the writing books on each desk be 
placed together, title-page up and back towards the aisle, so 
that a monitor passing down and up alternate aisles may 
take all of the books. 

5. COLLECT THE BOOKS. 

Remarks.—Select a monitor for every other aisle. num- 


ber them, and let each one place his package across that of |{ 


the other, so as to keep them separate. 
Each monitor, in giving out the books, should begin where 
he left off gathering them up. 
Writing, like arithmetic, geography, and grammar, should 
be taught in classes. Scholars of similar attainments should 
write the same page in the same number at the same time. 


Those who write more rapidly may use the waste paper until |} 
all have finished the page. Scholars absent from the regular |j 


lessons should go on with the class, and the pages that have 
been omitted can be written at some other time. sy 
Writing should. in all cases, be a daily exercise. 


In most schools, one hour a day should be devoted to the 


subject of penmanship. Three-fourths of an hour should be 


given in all schools. In no case let Jess than half an hour be |{ 


taken for this important subject. 


To obtain the free use of the forearm, the authors fre- || 


quently require the pupil to reverse the pen-holder, and 
slide if backward and forward upon the desk, upon the third 
and fourth fingers. The elbow must be kept stationary as 
the centre of motion, the hand in a straight line with the 
arm, and not turned over while moving to the right. oe 

The teacher should give frequently a general drill exereise 


+ 


on the 7, 0, and I principles, the scholars imitating him with- | 


out ink, or on waste paper with ink, as the teacher gives the 1 


movements, something like the following: Ready, one, two. |j 
three, slide, finger, slide, finger, &c.; or, up. down, up, down, |f 


&c.. in practising the / principle. 
capital letters be practised in a similar manner. 


Let the principles of the [f 
All of the |j 


preceding positions and movements must be practised in |§ 
concert. The drill exercises in writing should be done rapid- |§ 
ly, as expedition and legibility are the important requisites | § 


of a penman. 


The use of the blackboard is indispensable in teaching pen- |} 


manship correctly, 


- Pupils should be questioned daily upon the analysis of the 
letters, the rules for their formation, and the rules for writing, pj 


4 


POTTER AND HAMMOND’S SYSTEM OF BOOK-KEEPING, 
IN THREE NUMBERS. BY SINGLE AND DOUBLE ENTRY. 


Tr first two numbers of this Series are now published, comprising three sets of books, with 32 
pages of beautifully engraved copies, designed as a continuation of their System of Penmanship ; 
well adapted to higher classes in schools. Appropriate sets of Blanks accompany each set. 


Retail price for No. 1 Book-keeping, : : : : ¥ " ; : 
“ 5 Blanks for the same, A : ; : eg : ; 
‘© No. 2 Book-keeping, ; , : 4 ; 
‘s ‘6 - 4 Blanks for the Single Entry Set in No. 2, ‘ . : 
< C 4 Blanks for the first set of Double Entry, as found in No. 2, 


® 

6 ® 

® ® ® 8 
> * 

t ® 


Each set of Blanks contain a sufficient quantity of paper for re-writing a set of books in a 
practical manner from the printed transactions, except the blanks for the bound edition. 


Retail Price for the first two Numbers, bound together, Boards, : : : - . 65 Cents. 
5 Blanks for the same, a See ot 


'S STEEL PENS 

POTTER AND HAMMOND’S PENS. 
Extra Fine, per gross, : - 5 Cents. | Extra Fine, in Small Boxes, per gross, . $1.00 
School Pen, ‘ ae : 5 Jide School Pen, “ ey V3 3 85. 


These pens are manufactured by JosepH GiLLorT, expressly to order, and are invariably 
ptonounced the Best Pens in the market. 


The Extra Fine Pen is adapted to schools of a higher grade. The School ‘Ben is adapted to 
schools of an intermediate grade, and is an excellent Business Pen. . 


In places where the above Publications and Steel Pens are not kept for sale, Teachers and 
others wishing them for use, can have them through the Mail, Postage PrEpaID, on receipt of 
the retail price, which may be remitted in postage stamps. 


irritate Che 


To assist Teachers in explaining the System of Penmanship, a Chirographic Chart has just 
been issued, which is the largest ever published. It presents a complete classification of all the 
letters, with their principles. ; 


Mounted Charts, Cloth Backs, Retail Price, . - . . + + « «+ + $150 
Unmounted Charts, Retail Price. : : ; 3 : . 100 


Sent by Express to any address, on receipt of price. Freight not prepaid. 


A liberal Discount given on above for Examination or Introduction. 


 SCHERMERHORN, BANCROFT & Co., | ¥o- 28 North Fourth Strest, Fhtladelphit. 


A. G. SCHOLFIELD’S COMMERCIAL ACADEMY. 

POTTER, HAMMOND & CO. take pleasure in announcing that they have disposed of their interest in the 
Providence Commercial Academy to A. G. Scholfield, Proprietor and Principal of Scholfield’s Commercial 
Academy, 81 Westminster Street, Providence, R. 1. . This institution, which was established in 1846, has been in 
successful operation ever since, and offers unsurpassed facilities for obtaining a complete, thorough, and practical 
business education. The branches taught are Single and Double Entry Book Keeping, Penmanship, English 
Branches, Mathematics, including Surveying and Navigation, and Mechanical and Perspective Drawing. A suite 
of five roons, handsomely furnished, two of which are private, afford ample and pleasant accommodation. A 
catalogue, containing full,:particulars, with a few of the leading ideas of the Principal upon business matters, will 
be sent, prepaid, ‘to any one who may desire tt. 
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SCHERMERHORN, BANCROFT & CO, 


=. 


A 7 28 North Fourth Street, PHILADELPHIA. 596 Broadway, NEW YORK. 


| SS ie : — eee = =a hs = Lon A> = ( ——— ram i AR es — Pay : = = 2 
— : : = . 
Ent ecording to Act of Congress, in the year 1858, by POTTER & HAMMOND. in the Clerk’s Office of the District Court of Rhode Islan¢ _ 


Entered according to Act of Congress, in the year 1861, by POTTER & HAMMOND, in the Clerk’s Office of the District Court for the Eastern District of Penr:eylvania. 


Writine should be taught with as much system as 
| any other study. Lithographic copies should be used, 
| and no teacher should write the copies, since the 
school ‘so often changes its teacher, and the scholar 
| passes from one grade of school to a higher, that, as 
soon as he has partially acquired one system and 
style of writing, he is obliged to change to another. 


ward a plain, simple, and yet elegant business hand- 
writing, taught strictly in a scientific manner, upon 


readily comprehended and easily explained. 
copies are a pea between the angular and the 
reund hand. 

PENMANSHIP is the; science and art of writing. 

It is of two kinds — Practical and Ornamental. 

Practical penmanship is the art of forming and 
joining together letters on scientific principles. 

Ornamental penmanship is the art of Flourishing, 
Pen-drawing, or executing German and Old English 
Texts, and all other styles mused for embellishment. 

Three movements are necessary in Writing : 

1. The finger movement. 

2. The fore-arm movement, the elbow being used as 
the centre of motion. 

3. The whole arm movement. 

In the formation of the letters, siz elementary prin- 
ciples are employed ; three in the small letters, and 
E| three in the capitals ; viz. : 


LE bw EE 
CtittteHe ll P2:9720V 2D -t 
ee I 


om gig 


SLA LE 
“OC EO) Z AULID 


ANALYSIS OF THE LETTERS. 

The 7 principle assumes three forms: the direct, 
inverted, and combined (/ 772), and by it ten letters 
are made (together with the.short z) as follows : 

1. 2 is formed by prefixing the hair-line to the first 
form of the z principle and dotting it. 

2. wis the z repeated, omitting “the dots. 
3. w is the uw with a small curve. 


TO DIRECTORS, “TEACHERS, AND SCHOLARS. 


| The authors of ‘this system have aimed to bring for-/left instead of the right. 


analytical, synthetical, and progressive principles, five letters — the i principle assisting in the formation 
The | of a and d. 


4. ris the first form with the curve prefixed. | 4, Kis the H, with a curve in the C. = 
5. ¢ is the 2 lengthened and crossed. — 5. Zis the T principle, with the ending of the L cr 
6. n is the second and third forms united. | with the large locp added below the line. The 7 prin- 
7, m is the n preceded by the second form. ciple may be resolved into the line of beauty, with the 
8. v is the third form with the curve. third,orsecond and third formof thez principle prefixed. 
9. # is the third form crossed obliquely. 1. O is the third elementary principle of the capi- 
10. s is an irregular form of the :— turning to the | taj letters, and forms the basis of eleven letters ; ; five 
of which are made from the O direct, and six from the 
O inverted. 

2. Cis the O with ie loop prefixed. 

3. His the O with the small e prefixed. 

4, Gis half the O with the loop prefixed, and half 
the line of beauty added. 


- The short z is the 7 turned to the left and crossed. 
1. o is the second elementary principle, and forms 


2. ais the o with the i principle affixed. 
3. dis the a with the z lengthened. 

4, cis half the o with a slight curve and dot prefixed. part of a larger O.. 

5. ¢ is half the o with the loop completed. 6. Q is the O inverted, with the ending of the L. 
ce 


1 is the third elementary principle, and, direct 

and invert“d, enters into eleven letters. 

2. 6 is the dl with the curve. A ae aaea. 

3. h is the 1, stopping at the line, with the third| VU @irect aadec . 
form of the z Sanne - 9. W is the O inverted, with the N added. 

4, k is thel, stopping at the line, with a small o, 
and the z principle. 

5. 7 is the / inverted and dotted. 

6..g is the J inverted, with the o prefixed. 


. 1. g is the g with the loop turned to the right. 
8. y is the / inverted, with the third form of the | RULES FOR THE FORMATION OF LETTERS. 


principle prefixed. Heicut oF tHE Letrers. — The 7 is the unit of 


eurve added. 


and crossed by the line of beauty. 
11. -Y is the O inverted, turned to the right, and 
half the line of beauty added. 


9. z, in its looped form, is the short z with the in-|measure, and all the short letters are of equal height | : 


verted J added. with the z, except 7, s and z, which are a little higher. 
10. fis the direct and inverted loops combined. In rapid writing the hair-line should be joined to the 
11. pis the f with the loops omitted, and the third | direct form of the 2 principle, near the top; in the in- 
form of the 7 prinéiple added. -|verted, near the bottom. 
2 the hair-marks are. joined at one third the height of 
J; is the first elementary principle of the capital) the letter from the top or bottom. 
letters, called ‘ Hogarth’s Line of Beauty,” and forms| ¢, d, and p, are two and a half times ie height of 
the basis of ten letters. thei. The p is three times the length of thez ‘below 
1. A is the line of beauty with part of: ne seit iy the line. 
added, and crossed with a curve height of the z. In medium and coarse hand the loops 
2. Ni is the A without the curve, with the upper!are proportionally shorter. 
part of the line of beauty. 
. Mis the NV with the O appended. 
4. P is the line of beauty with the O principle i in-| formed from it-at about one half of their height. 
phos 
). B is the P with the O inverted: 
: R is the P with the O direct. 
7. Sis the line of beauty with part of the O prefixed. loop of the /, 
8. Lis the S with the inverted smali o. 
9. I is the line of beauty, preceded by part of the 
O principle. 
10. J.is the J, with the loop added below the line. 
1. 7'is the second elementary principle of the cap-| the height of the ¢ above the line. 
ital letters, and forms the basis of five es 


2. Fis the 7’ crossed. at the bottom,—excepting when it is made with a 
3. H isthe T Sue with the letter » C appended, broad easy curve, and shortened at the top. 


The loops, both above and below the line, are crossed 


t above the ae 
The letters d, t, p, and /, are shade 


5. D is the O preceded by the line of beauty and a | 


7. V is the O inverted, turned to the right, and the { 


8. U is the O inverted, turned to the right, and the [ 


10. X is the O inverted, with the O direct, added, } 


In medium or round-hand |f 


The loops and capitals are four times the { 
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one third i distance from the line, except the lower | 
, which is crossed half ‘the height of the & 
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of beauty should be equal, and the dot placed half, 


In A, XN, and JZ, the line of beauty is commenced |} 
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In the A, the curve should cross at one fourth its 
height. — re, 
In the JN, the two spaces should be equal, and con- 
sequently the third line should correspond with the 
first. In the M, the three spaces should be equal, 
and the distance across the top equal to the distance at 
the bottom, from the middle line to either outside line. 
In the L, S, and J, the O principle at the top of the 
letter crosses the line of beauty at just half the height 
of the letter, and the Jat one third. 
The third, or second and third form of the? principle 


| ‘Should be prefixed to 7, F’', H, K, Z, and varied form of 
:| V, W, one third from the top. Fis crossed in the middle. 
: | In S, L, J, J, 7, and F,-the line of beauty is shaded, 


In the G the line of beauty should be half the height 


of the letter, and not shaded. 


The DY should occupy five spaces in width, the prin- 


: eipal space of the O being equal to two, and the space 


above and below the O principle should correspond 
with the others, making in all seven equal spaces, 


; and the curve at the bottom is equal to about half a 


Space, being the same as that in the Z, Z, and Q. 

| In the O principle the width should be one half its 
height;.only one downward line should be shaded 
in both the direct and inverted forms; the shaded 


No. 4 contains further exercises for the arm, words of 
medium length, sentences, and a complete review of the whole 
system, in a still smaller hand. 

The first four pages.call attention to a drill exercise upon 
waste paper to develop the fore-arm movement, the elbow 
resting upon the desk, and the fore-arm moving freely. 

The curve given upon the first page is described by the 
natural movement of the arm laterally. The straight lines are 


made by extending and contracting the fingers. 

No. 5. The principal feature of this book is the systematic 
arrangement of the capital letters in pairs for drill exercises 
in words commencing with these letters. The last nine 
pages of this number have sentences extending across the 
page. 

No. 6 contains proverbial sentences, systematically ar- 
ranged. 

No. 7 contains historical sentences, in a little finer hand. 

No, 8 contains mercantile and other business forms. 

No. 9 contains sentences in a larger hand than the pre- 
ceding numbers. 

No. 10 contains short sentences in a smaller hand. 

No. 11 contains sentences in a fine hand for ladies. 

No. 12 contains large coarse hand for engrossing purposes, 
and the various styles of Ornamental penmanship, including 
German Text, Old English, and Italic characters. 

The former editions of Nos. 9 and 10 containing the large 


| hand, will be furnished to those who prefer them. 


plained to the pupil by letting the right hand fall down by 
the side of the body, with no effort to contract or expand the 
muscles. Raise the kand in this position, and every finger 
will be in a proper place to receive the pen. Dlace the pen 
in the right hand, even with, or partly over the nail of the 
second finger, and about three-quarters of an inch from it, 
with the forefinger on the top of the pen-holder, and the 
thumb opposite the first joint of the forefinger. The pen 
should be held at an angle that will bring the pen-holder 
just. above the last joint of the. forefinger. See that the 
fingers are not too straight, but in-the natural position they 
would take in hanging by the side, and that both points of 
the pen press equally upon the paper ; 

” Bth. Dip the pens in tke ink. 


6th. Write. 


At the close of the exercise let the following rules § 
jbe observed : el dee 


1. SIT ERECT, AND SQUARL WITH THE DESK . 

2. WIPE THE PENS. | a 

3. CLOSE TUE INKSTANDS AND LAY DOWN PENS. 

4, CLOSE THE BOOKS AND ARRANGE TUEM FOR COL- 


LECTING. 
Remarks:—Let the writing books on each desk be 


The forearm and finger movements should be practiced] Placed together, title-page up and back towards the aisle, so 


eae pupil daily, upon waste paper, before begimning to 
write. 


stroke and the hair-mark should be parallel, and the]. 


‘space between these lines should be one fourth of the 


third, and ‘also*in the inverted form at the left of the 
P, B, and &. 

At the right of the MW, R, H, K, C, FE, U, and X; 
the O should be half the height of the letters, and of 
equal size in all of them, except in the C and LF it 
may be a little broader. The curve of the O at the 
right of L, Z, and Q, should be one third of the height 


| of the letters, and the inverted forms at the top of P, 


B, R, Q, V, U,. W, X, and Y, should be two thirds 
the height of the letters on the left, and one third on 
the right of P, B, and R, and all of the same size. 

The above rules and principles will be found fully 
illustrated in the formation of the letters of the alpha- 
bet, on P. & H.’s large Chirographic Chart for Teach- 
ers, which should be used in every school. 


DESCRIPTION OF THE BOOKS. 


No. 1. contains a drill exercise upon the formation of the 
fifteen letters included under the 7 and o principles, in 
medium-sized hand, with several copies of short words. 

No. 2 combines a drill.upon the formation of the twenty- 


f\six small letters, in a smaller hand, arranged under their 


respective principles, with the proper manner of connecting 
them together in words. 

In this and the two following numbers, particular attention 
is given to the fore-arm and finger movements, by appropri- 
ate exercises upon the elementary principles and their varieus 
combinations. 

No. 8 exercises the pupil with a drill upon each letter ofthe 


1|O in width, except in small letters it may be one 


— 


METHOD OF CONDUCTING AN EXERCISE. 


Require the strictest attention of every pupil. Let 
each one be supplied, in addition to the writing-hook, 
with pen, pen-wiper, ink, and waste paper. Ata 
given signal, let the pupil take the following posi- 
tions and movements successively. 


ist. Sit erect, square with the desk, hands together. 


2d. Turn right or left side to the desk (as the teacher 
may choose). 


Remarks.—Place the right arm upon the desk, the 
elbow resting on the edge, the left hand crossing the right 
at right angles, the side one inch from the desk. 

Place the feet firmly upon the floor, three inches apart, 
the right three inches in advance of the left, and the book 
square before the right arm. : 

If teachers desire to seat the pupils with the left side to the 
desk, let the same angle of the body be observed, the right 


jarm resting upon the edge of the desk, half way from the 


wrist to the elbow, the book parallel with the arm. The 
great difficulty of this position, is a proneness of the learner 
te move the hand down to the edge of the desk, resting upon 
the wrist, and thus destroying the free movement of the arm. 
For beginners, the right side is preferable; having learned 


that a monitor passing down and up alternate aisles may 


i take all of the books. - 


5. COLLECT THE BOOKS. 

Remarks.—Select a monitor for every other aisle. num- 
ber them, aud let each one place his package across that of 
‘the other, so as to keep them separate. 

Each monitor, in giving out the books, should begin where 
he left off gathering them up. 

Writing. like arithmetic, geography, and grammar, should 
‘be taught in classes. Scholars of similar attainments should 
‘write the same page in the same number at the same time. 
Those who write mere rapidly may use the waste paper until 
all have finished the page. Scholars absent from the regular 
lessons should go on with the class, and the pages that have 
been omitted can be written at some other time. 

Writing should. in all cases, be a daily exercise. 

In most schools, one hour a day should be devoted to the 
subject of penmanship. Three-fourths of an hour should be 
given in all schools. Inno case let Jess than half an hour be 
taken for this important subject. 

To obtain the free use of the fore-arm, the authors fre- 
quently require the pupil to reverse the pen-holder, and 
slide it backward and forward upon the desk, upon the third 
and fourth fingers. The elbow must be kept stationary as 
the centre of motion, the hand in a straight line with the 
arm, and not turned over while moving to the right. 7 

The teacher should give frequently a general drill exercise 
on the ¢, 0, and J principles, the scholars imitating him with- 


out ink, or on waste paper with ink. as the teacher gives the |; 


movements, something like the following: Ready, one, two, 
three, slide. finger, slide, finger. &c.; or, up. down. up, down, 
&c.. in practising the J principle. 


the movements in this position, they can write very readily | capital letters be practised in a similar manner. All of the 


in the other. 
3d. Open the books. 
4th. Open the inkstand and take the pen. 
Remarks.—tThe pen should be held square with the 


alphabet — both small letters and capitals — systematically , paper. 


arranged in the formation of words and sentences, in a little} 


smaller hand than the preceding number. fere 


The best position for the pen is that which will not inter- 


preceding positions and movements must be practised in : 
coneert. The drill exercises in writing.should be done rapid- | § 
ly, as expedition and legibility are the important requisites |} 


of a penman. 


The use of the blackboard is indispensable in teaching pen- 


manship correctly, 


Pupils should be questioned daily upon the analysis of the, : 
with the natural position of the fingers, It may be ex-! letters, the rules for their formation, and the rules for writing, 


Let the principles of the 1. 


‘; 


i # 


meviran School 


(ESTABLISHED IN 1855.) , 
ae A RELIABLE BUSINESS AGENCY FOR 


‘SCHOOL OFFICERS, TEACHERS, AND PUPILS. 


The Special Objects of the “Institute” are: 


1st. To provide Families, Schools, and Colleges with Competent Teachers, for any 
department of Instruction. The address, and particulars of suitable candidates, for 
any position, however responsible, may always be obtained. | : 
9d. To aid Teachers in securing positions adapted to their qualifications. 
3d. To negotiate the Purchase, Sale, and Exchange of School Properties. 
4th. To be a general Depository of Circulars, and information of good, Schools— 
for the convenience of Parents and Guardians when seeking Educational advantages 
fortheir Children and Wards. | ‘ 
5th. To supply School Officers and Teachers with School-Books, Apparatus, Maps, 
Globes, Charts, Sheet-Music, Musical Instruments, and every kind of School Merchan- 
dise, American and Foreign, at large discounts from regular rates. 
pes> For details and endorsement, send for our Circular. : 


Philadelphia Office, 25 North Fourth St.) G. S. WOODMAN & COMPANY 


Southern Office, Savannah, Georgia. \. Ook : 
California Office, San Francisco. j 596 BROADWAY, NEW YORK. 


From Rev. Samuel Lockwood, the accomplished Scholar and eminent Naturalist. 
Perhaps the most remarkable exponent of what METHOD can accomplish, is that 
system of Intelligence tactics, or that new phase of Educational business, as conducted 
and developed by the ‘AMERICAN SCHOOL Institute.’ Here is a set of gentlemen 
who keep themselves posted on the entire Educational wants and resources of the 
whole country. Every department of Education, high or low, comes within the plan. 
In a word, as to Education, taking it in a wide range, its apparatus, its literature, 1ts 
wants and resources, are tabled, as it might be, in a Bureau of Educational Statistics. 
“And now. mark the effectgof such knowledge. In a time consideration, what 
saving! Instead of schools of high character being closed, or suffered to decline 
until the right man turns up, one. 1s provided whose calibre is known! ‘The right 
man in the right place.” ; 
The loss of time, misdirection of talent, imposition by unprofessional charlatanry— 
each in itself no small misfortune to patron and pupil—are happily avoided. 


A. G. SCHOLFIELD’S COMMERCIAL ACADEMY. 

POTTER, HAMMOND & CO. take pleasure in announcing that they have disposed of their iiterest in the 
Providence Commercial Academy to A. G. Scholfield, Proprietor and Principal of Scholfields Commercial 
Academy, 81 Westminster Street, Providence, R. 1. This institution, which was established in 1846, has been im 
successful operation ever since, and offers unsurpassed facilities for obtaining a complete, thorough, and practical 
business education. The branches taught are Single and Double ‘Entry Book Keeping, Penmanship, English 
Branches, Mathematics, including Surveying and Navigation, and Mechanical and Perspective Drawing. A suite 
“ah sive rooms, handsomely furnished, two of which are private, afford ample and pleasant accommodation. <A 
cataoque, containing full particulars, with a few of the leading ideas of the Principal upon business matters, will 
be sent, prepaid, to any one who may desire tt. 
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SCHERMERHORN, BANCROFT & CO,, 
7 We 25 North Fourth Street, PHILADELPHIA. 596 Broadway, NEW YORK. _/7 CY 
2 | LX“ 


ag 


' Entered according to Act of Congress, in the year 1858, by POTTER & HAMMOND, in the Clerk’s Office of the District Court of Rhode sland. 
Entered according to Act of Congress, in the year 1861, by POTTER & HAMMOND, in the Clerk’s Office of the Distriet Court for the Eastern District of Pennsylvania. 
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| 
| 
| .Waurrtne should be taught with as much system as 
any other study. . Lithographic copies should be used, 
|and no teacher should write the copies, since the 
school so often changes its teacher, and the scholar | 
| passes from one grade of schoo! to a higher, that, as 
|soon as he has partially acquired one system and 
style of writing, he is obliged to change to another. 
| The authors of this system have aimed to bring for- 
_ward a plain, simple, and yet elegant business hand- 
| writing, taught strictly in a scientific manner, upon 
}analytical, synthetical, and progressive principles, 
‘readily comprehended and easily explained. The 
/copies are @ compromise between the angular and | 
| the round hand. , 


PENMANSHIP is the science and art of writing. 
It is of ‘wo kinds—Practical and Ornamental. 
Practical penmanship is the art of forming and 
joining together letters on scientific principles. 
| Ornamental penmanship is the art of Flourishing, 
| Pen-drawing, or executing German and Old. English 
Texts, and all other styles used for embellishment. 
| “Three movements are necessary in Writing: 
| 1. The “nger movement. 
| 2. The fore-arm movement, the elbow being used as 
: the centre of motion. 
| 8. The whole arm movement. 

Tn the formation of the letters, sé elementary prin- 
|) ciples are employed; three in the small letters, and 
| three in the capitals ;. viz. : = 

| OOS thr 

‘ peg sine 

| ean C 9e-700-W'4d -t 
(O-C0eRekeCLE —e 


| OA gp f PO 


1 
iT 
| 
| 
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ANALYSIS OF THE LETTERS, 


| The ¢ principle assumes three forms: the direct, 
inverted, and combined (£7? 2), and by it ten letters} 
| are made (together with the short z) as follows: 

1, 41s formed, by prefixing the hair-line to the first 


form of, the ¢ principle and dotting it. See 


‘direct and inverted, enters into eleven letters. | 
1. Lis the loop turned at the bottom. 
2.6 is the / with the small curve. 
3. h is the loop with the third form of the ¢ princi-| 
ple affixed. — Cr ee! Pa - | 
4. & is the h with a small curve in the ¢ principle. | 
5. j 1s the loop inverted and dotted. == . 
6. g is the loop inverted, with the o prefixed. 
7. ¢ is the g with the loop turned to the right. | 
8. y is the loop inverted, with the third form of the | 


TO DIRECTORS, TEACHERS, AND SCHOLARS. 


10. Jis the J extended below the line in the form 


,| 4. ¢is a part of the o with a dot prefixed. 


4 principle prefixed. 


2. w is the 7 repeated, omitting the dots. 

. w is the wu with a small curve. 

- ris the first form with the curve prefixed. 
. tis the 7 lengthened and crossed. 

zis the second and third forms united. 

- mis the n preceded by the second form. 

. vis the third form with the curve. {the letter C appended. — 


. « is the third form crossed obliquely. ‘| 4. Kis.the H, with a curve in the C, 
10. sis an irregular form of the i—turning to the| : 


left instead of the right. 


of a loop. . 


ital letters, and forms the basis of five letters. 
| 2. # is the 7 crossed. 


cS Ont So oi & oe 


|The 7 principle may be, resolved into the line of 


‘the ¢ principle prefixed. 


2. ais the o with the 7 principle affixed. , 

3. dis the a with the 7 lengthened. | O inverted. 

| 2 Cis the O with the loop prefixed. 

5. €18 half the o in the form of a loop. — | 3. His the O with the small e prefixed. 

The 1 is the third elementar inciple,. and. 
. Pa inyertet tier et eter let "| the line of beauty added. 


jalarger O. 


curve added. 


| O direct added. 
9. Wis the 0 inverted, with the WV added. 


and crossed by the line of beauty. 
9. 2, in i 


S$ looped f is the short.z with the in- eT AULA: 

verted ee cade’. i anhalt th line of beauty added. 
10. f is the direct form of the loop, combined with | 

the inverted form turned to the right. 
Il. p is the f with the loops omitted, and the third| 

form of the ¢ principle added. : 


' The first elementary principle of the capital 
letters is called “ Hogarth’s Line of Beauty,” ST 
and forms the basis of ten letters. ar 

{. Ais a part of the line of beauty with part of the 
small p added, and crossed with a curve. |and m the same size of the first. 

2. N.is the A without the curve, with the. upper |: 
part of the line of beauty. 

3. Mis the N with the O appended. 

4. P is the line of beauty with the O principle in- 
verted: 0°. bie ci ; ieee 

5. Bis the P with a part of the inverted O. 

6. # is the P with the O direct. 

7. JS is.a part of the O joined to the line of beauty. 

8. L is the S with a small loop and the inverted 
small o, 


loops are proportionally shorter. 


formed from it at about one-half of their height, ex- 


top, and to the e one-third from the bottem. When- 


9. J is the line of beauty joined. to a part of the O|ever the o is combined with another principle in. the|| 
DRS ia oa, ce ie eae ‘formation of a letter, it should have a greater. slant. j 


principle. 


1, Tis the second elementary principle of the cap- , 
3. [7 is the 7 principle in the form of a loop, with|| 


5. Z is the 7 principle, with the ending of the Z.} 
| beauty, with, the third, or second and third form of i 
1. O is the third elementary principle of the capi- |} 


| tal letters, and forms the basis of eleven letters; five || 
}of which are made from the O direct, and six from the || 


4. Gis half the Qin the form of a loop, and half|| 
5, D is the O with the line of beauty.and a part of} 


6. Qis the O inverted, with the ending of the Z. | 
7. V is the U inverted, turned to the right, and the|| 


8. U is the O inverted, turned to the right, and the 


10, X is the O inverted, with the O direct added, || 


1l. Yis the O inverted, turned to the right, and}| 


|RULES FOR TF FOLMATION OF LETTERS. || 


| Hereur or tar Lerrers.—The ¢ is the unit of 

_}Mmeasure, and all the short letters are of equal height || 
| with the 7, except 7, s, and 2, which are a little higher. |] 
| In rapid writing the hair-line should be joined to the || 
direct form of the 7 principle, near. the top; in the|{ 
‘inverted, near the bottom. Make the last of. the. n/| 


t, d, and p, are two and a half times the height of |] 
ithe 7. The pis three times the length of the? below! 
ithe line. The loops and capitals are four times the|| 
height of the 7 In medium and coarse hand thelj 


The width of the o principle should be one-half its|| 
| height, and the hair-mark should be joined to letters. 


cept cand e: to the c one-third the height from the|s 
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of}. Tho ¢ is 
~The loops, both above and below thé line, are crossed 
|] one-third the.distance from the line, except the lower 
j loops of the fandg. Tho,/ is crossed half the height 
of the ¢ above the line. - tease 
The letters d, t, p,.and f, are shaded. The 0, a, d, 
g, and q, should be closed at the top. : 


a renee eines. 


| CapitAL Lerrers.—The two curves of the line of 
beauty should be equal, and the dot placed half the 
height of. the. 7 above the line. 
In A, N, and M, the line of beauty is commenced 
at the bottom,—excepting when it is made with a 
broad easy curve, and shortened atthe top. 
In the A, the 


. 4 


curve should cross at. one-fourth its 
height. 3 Seles 

In the N, the two spaces should be equal, and con- 
sequently the third line should correspond with the 
first. Inmthe J/, the three spaces should: be equal, 
and the distance across tha top.cqual to the distance 
at the bottom, from the middle line to either outside 
line. *®, ® AM... * 

In tha Gand ¥, the’ Opringiple at the top of the 
letter crosses the line of beauty at just half the heighi 
of the letter, in the J at one-third,.and in tho Jat 
two-thirds. Boda 

The third, or second and third form of the 7¢ prin- 
ciple should be prefixed to 7, F, H, K, Z, and varied 
form of V, W, one-third from the top. F' is crossed 
in the middle. aR 

In S, L, /, J, 7, and F, the line. of beauty is. shaded. 
In the G the line of beauty should he half the height 
of the letter, and not shaded. 

The PD should occupy five spaces in,width, the prin 
cipal space of the O being equal to three. The spaces 
above and below the O principle should correspond 
with the others, making in all seven equal spaces, 
and the loop.at the bottom is equal to about half a 
space, being the same as that in the ZL, Z, and Q. 

In the O principle the width should be one-half its 
height; only one downward line should be shaded 
in both the direct and inverted forms; the shaded 
stroke and the hair-mark should be parallel, and the 
space between these lines should be one-fourth of the 


= 


O in width, except in small letters, it. may: be one-{ 


i| third, and also in the inverted form at the left of the 
iP, B, and &, 

At the right of the WV, R, H,.K, 0, EF, U, and X. 
|; the O should be half the height of the letters, and of 
f| cqual sizo in all of them, except in the Cand Zit 
1; may be a little broader. The curve of the U at the 
i} right of LZ, Z, and Q, should be one-third of the height 

{| of the letters, and the inverted forms at the.top of P. 
I B, Rk, Q, V. U, W, X, and Y, should be two-thirds 
| the hcight of the letters on the left, and one-third on 
ithe right of P, B, and R, and all of the same size. 

The. above rules and principles will be found fully 


crossed two-thirds its height from the line. phabet, on P. & H.'s 


— CSET 


& H.'s large Chirog 
Teachers, which should be used in every school. 


MARKING LESSONS IN WRITING. 


A system of crediting by which every pupil be- 
Pupils 
are expected to. thoroughly study the principles of 


comes his own critic, for exercises in writing. 


writing, as laid down on the covers, 
the credits (as a class or individu 
names the points of criticism, giving each pupil as 
many credits as he has perfect of the ten specified. 


ist. Correct knowledge of the Analysis and rules for 


the formation of the letters. 
2d. Correct. position of sitting. 
3d. Holding the pen correctly. 
4th. Sloping correctly. : 
5th. Writing lightly and easily. 
6th. Writing rapidly (if well). 
sth. Shading the letters correctly. 
SthY Unifrmity in enacts | 
dthe Writing the same size of the copy. 


10th, Neatness, free from blots. 

Teachers can combine these, points, of criticism 
mentioned, so as to use more or less, to suit their 
own standard of marking. 


‘METHOD OF CONDUCTING AN EXERCISE. 


Require the strictest attention of every pupil., Let, 


each one be supplied, in addition to the writing-book, 
with pen, pen-wiper, ink, and waste paper, At a 
civen signal, let the, pupil take the following posi- 
tions und movements successively. 
Ist. Sit ereet, square with the desk, hands together. 
2d. Turn right or left side to the desk (as the teacher 
may choose). : 
Remarks.—Place the right. arm upon the desk, the 
elbow restirg on the edge, the left hand crossing the right 
at right angles, the side one inch from the desk. 
Place the feet firmly upon the floor, three inches apart, 


the right three inches in advance of the left, and the book 


square before the right arm 

Ii teachers desire to seat the pupils with the left side to the 
desk, let the same angle of the body be observed, the right 
irm resting upon the edge of the desk. half way from the 
wrist to the elbow, the book parallel with the arm. The 
vreat, difficulty of this position, is a proneness of the learner 
to move the hand down to the edge of the desk, resting upon 
the wrist, and thus destroying the free movement of the arm. 
For beginners, the right side is preferable; having learned 
the movements in this position, they can write very readily 
in the other, Oe 


dd. Open the books, 
4th. Open the inkstand and take the pen. 


Remarks.—tThe pen should be held square with the 
oaper at an angle of 50°, the same slope of the copies. 
The best. position. for the pen. is. that. which will not inter- 


:. illustrated in the formation of the letters of the al-'fere with the natural position of the fingers, It may be ex- 


raphic Chart for plained to the pupil by letting the right hand fall down by 


and then report just above the last joint of 
ally), as the teacher fingers are not too straight, but in te natural position they || 


LECTINGY 
7 4 


_jthat a monitor passing down and up alternate aisles may 


the side of the body, with no effort to contract or expand the 
muscles, Raise the hand in this position, and every finger. 
“will be in a proper place to receive the pen. Place the pen || 
in the right hand, even with, or partly over the nail ot the |] 
second finger, and about three-quarters f an inch from *t, } 
with the forefinger on the top ot the pen-holder, and trelt 
thumb opposite the first joint of the forefinger. The pex. || 
should be held at an angle that will bring. the pen-holder |} 
the fcrefinger.. See that the}} 


‘would take in hanging by the sid and that both points of }} 
the pen press equally upon the p: er. oH 
Sth. Dip the pens im the ink. 
tth. Write. 


At the close of the exercise let the following rules jf 
ibe observed: ay 
1. Sir ERECT, AND SQUARE WITH THE DESK. 

2.. WIPE THE PENS, 

3. CLOSE THE INKSTANDS AND LAY DOWN PENS. 

4. CLOSE THE BOOKS AND ARRANGE THEM FOR COL- 


Remarks.—tLet the writing books on each desk be , 
placed together, title-page up and back towards the aisle, so 


take all 9f the bocks. 
5. COLLECT THE BOOKS. 


Remarks.—£elect a monitor for every other aisle, num- 
ber them, and let each one place his package across that of 
the other, so as to keep them separate. | 

Each monitor, in giving out the books, 
he left off gathering them up. 

Writing. like arithmetic. geography, and grammar, should Hy 
ibe taught in-classes. -Scholars of similar attainments should |] 
iwrite the same page in the same number at the same time. 
| Those who write more rapidly may use the waste paper until | 
all have finished the page. Scholars absent from the regular b 
Hescane should go on with the class. and the pages that have i 
been omitted can be written at some other time. 

Writing should, in all cases, be a daily exercise. E 

In most schools, one hour a day should. be devoted to the {{ 
subject of penmanship. Three-fourths of an hour should be /§ 
given in all schools. In no case let less than half an hour be 4 
taken for this.important subject. 
| To obtain the free use of the fore-arm, the authors fre- | 
‘quently require the, pupil to reverse. the pea-holder, and | 
slide if backward and forward upon the desk, upon the third 
and fourth fingers. The elbow must be kept stationary as |} 
the centre of motion, the hand in a straight line with the || 
arm, and not turned oyer while moving to the right. 

The teacher should give frequently a general drill exereise 
on the 7, 0, and U principles, the scholars imitating him with: |§ 
out ink, or on waste paper with ink, as the teacher gives the |} 
Movements, something like the following: Ready, one, two, 
three, slide, finger, slide, finger, &c.; or, up, dowr, up, down, || 
'&¢..in practising the J principle. Let the principles of the || 
capital letters be practised in a similar manner. All of the | 
preceding positions and movements must be practised. in |] 
concert. The drill exercises in writing should be done rapidly {fi 
as the pupil can form his letters correctly, for expedition and |i 
legibility are the important requisites of a penman. 4 

The use of the blackboard is indispensable in teaching pen- | 
manship correctly. 2 

Pupils should be questioned daily upon the analysis of the |! 
letters, the rules for their formation, and the rules for writing. 


should begin where 
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DESCRIPTION OF THE BOOKS. 


‘No. 1 contains a drill exercise upon the form: atl ca the fifteen 
letters included under the 7 and o principles, 74 ‘medium-sized 
hand, with several copies of short words. 

No. 2 combines a drill upon the formation of the twenty-s six 
small letters, in a smaller hand, arranged under their respective 


principles, with the proper manner of connecting them togethe?. 


in words. 

in this and the two following numbers. particular attention is 
given to the forearm and finger movements, by 
exercises upon the elementary principles und their various combi- 
nations. 

No. 3 exercises the pupil with a aril upon each letter of the 
alphabet—both small letters and capitals—systematically arranged 
in the formation of words and sentences, in a little smaller hand 
— the preceding number. 

_ 4 contains further exercises for the arm, words of medium 
ious th, sentences, and a complete review of the whole system, ina 
still smaller hand. 

The first four pages call pu antibd to a Grill exercise upon waste 

paper to develop the fore-arm movement, the elbow resting upon 
the desk, and the fore-arm moving freely. 


appr opriate | 


The curve given upon the first page is described by the natural 

movement of the arm laterally. The straight lines are made by 
extending and contracting the fingers. 

‘ No. 5. ‘The principal feature of this book is the systematic 

arrangement of the capital letters in pairs for drill exercises in 

words commencing with these letters. The last nine pages of this 

nuraber have sentences extending across the page. 

No. 6 contains proverbial sentences, systematically arranged. 

No. 7 contains historical sentences, in a little finer hand. 

No. 8 contains mercantile and other business forms. 

No. 9 contains sentences in a larger hand than the preceding 
numbers. 

No. 10 contains short; senignees in a smaller hand. 

No. 11 contains sentences in a fine hand for ladies. 

No. 12 contains large coarse hand for engrossing purposes, and 
the various styles of Ornamental penmanship, including German 
Text, Old English, and Italic characters. 

The former editions of Nos. 9 and 10 containing the large hand, 
will be furnished to those who -prefer them. 

The forearm and finger movements should be practised by the 


_| pupil daily, upon waste paper, before beginning to write. 


POTTER AND HAMMOND'S STEEL PENS. 


Extra Fino, per gross, —.. 78 Cents. 


School P de Extra Fine, in Small Boxes, per gross, . $1.00 
chool Pen, ‘ ee es zi 


| School Pen, ee : 85. 


These pens are manufactured by J OSEPH. GHEOrr, expressly to onder, and are invariably 
pronounced the Best Pens in the market. 


The Extra Vine Pen is adapted to schools of a higher grade. 


The School Pen is adapted to 
schools of an intermediate erade, and is an excellent Business Pen. 


In places where the above Publications and Steel Pens are not kept for sale, Teachers and 
others wishing them for use, can have them through the Mail, Postage Preparp, on receipt of 
the retail aoa peek may be remitted in postage ge a 


 Chirographic Chart. 


To assist ieiphercin explaining the System of Penmanship, a Chirographie Chart has just 
been issued, which is the largest ever published. It presents a complete classification of all the 
letters, with their principles. 


Mounted Charts, Cloth Backs, Retail Price, ; y ; Q : 
Unmounted Charts, Retail Price. R : : ‘ 


$1.50 
1.00 


Sent by Express to an} address, on receipt of price. 


Freight not prepaid. 


A liberal Discount given on above for Examination or Introduction. 


SCHERMERHORN, BANCROFT & & 00, oe soo Broadway, New York. 


Dee bet 5 LAC SE NATELY 


A. G. SCHOLFIELD’S COMMERCIAL COLLEGE. 


POTTEh, HAMMOND & CO. take pleasure in announcing that they have disposed of their interest in the 
Providence Commercial Academy to A. G'. Scholfield, Proprietor and Prineipal ef Scholfields Commercial College, 
81 Westminster Street, Providence, R. I. This institution, which was established in 1846, has been in successful 
operation ever since, and offers unsw passed, , facilities for obtaining a complete, thorough, and practical business 
ducation. The branches taught are Single and Double Entry Book Keeping, Penmanship, English Branches, 
Mathematics, Languages, Surveying and Navigation, and Mechanical and Perspective Drawing. <A suite of , five 
rooms, handsomely JSurnished, two of which are private, afford ample and pleasant accommodation. A catalogue, 


contaimmnea full partioulans, with a few of the leading ideas of the Principal, upon business matters, will be sent, 


prepaid, to any one who may desire it. 
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25 North Fourth Street, PHILADELPHIA. icv Grand $C, NEW YORK. 


mtere 


TO DIRECTORS, ‘TEACHERS, AND ‘$01 [ 
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) 
Hl 
| 


Writing should be ta aght with as much sysiem @ 2. wis thes repeated, omitting the dots. (ob kOe ve is the £ extended below the line in the form |{ 
any other study. Lithographic copies should be. ee 3. wis'the u with a small curve. ie of a loop... : 
‘and no teacher should write the copies, since the} 4. ris the first form with the curve prefixed... | 4. Jigs ihe oe elementary pence SF ie cap- || 

| school so often changes its teacher, and the scholar| 5. ¢is the ¢ lengthened and crossed. | lital letters, and forms the basis of five letters. : 
| passes from one gra de of school to a higher, that, as} 6. » is the second and third forms united. 9 Fis hho: T ovossed. 
fs soon as he has partially acquired one system and| 7%. mis the m preceded by the second form. = |. 3. Hig the 7Z' principle in the form of = 1000, with {t 
4\ style of writing, he is obliged to change to another.| 8. v is the third form with the curve. poe the letter C appended. 
Al The authors of this system have aimed to bring for-| 9. a is the third form erossed obliquely. - ‘A, Kis the H, with a curve in the C. 
| | ward a plain, simple, ‘and yet elegant business hand-| 10. sis an irregular form of the one fo the} 5) 7 33 te. pf principle, with tic ending of the Z.|I 
4; writing, taught strietly in a scientific manner, upon | left instead of the right. ath ‘The 7 principle may Ke eaccloed. into. the line oft 
j/ analytical, synthetical, and progressive principles, The short 2 is the 7 turned to the left and crossed. beauty, with the third, or second and third form ot 


| readily comprehended and easily explained. The} - 1, o is the second elementary principle, and forms| the 7 principle prefixed. 


OGM NE TE ENE ORIN Ee 


joining togethe= letters on scientific principles. 
Ormamental penmanship is the art of Flourishing, 
Pen-drawing, or executing German and Old English 


The loop is the third elementary principle, and,| 
direct and inverted, enters into eleven letters, 
1. Zis the loop turned at the bottom. | : 


| the line of beauty added. 


2. The fore- arm movement, the elbow being used as 
the centre or motion. 
8. The wholé arm movement. 
In the formation of the letters, etx afeinoniary prin- 
ciples are employed; kes ee in the small puede and 
lihree in the capitals; viz. 


4. kis the & with a small curve in the 7 eg ue curve added. 
5. jis the loop inverted and dotted. 

6. g is the loop inverted, with the o prefixed. 
7. gis the g with the loop turned to the right. 9. Wis the O inverted, with the NV added. 


8. y is the loop inverted, with the third form of the| 10, X <s the O inverted, with the @ direct added, 
| and erossed by the line of beauty. 


| O direct added. 


'|¢ principle prefixed. 


Ae A y, tO 9. z, in its looped form, ig the epee 2 with the j in- 
; half the line of wets added. 


Rae oe a form of the 7 principle added. : 
C4 Af ff The first elementary principle of the capital 
letters is called “ Hogarth’s Line of Beauty,” we 


and forms the basis of ten letters. 
1. A is a part of the line of beauty with part of the 


LY IPGLIE small p added, and crossed with a curve. — 
poe a 2. N is the A without the Curve; with the upper 
24 ty Gr par of the line of beauty. 3 | 
4 Ly GE . Mis the N with the O appended. 

tip < P is the line of beauty with the O principle in- 

OARGDLOUILYG is 
5. Bis the P with a part of the inverted Q. 

ANALYSIS OF THE LETTERS, 6. a is the P with the O direct. 


. The ¢ principle assumes three forms: the direct, 4 Sis a part of the O joined to the line of beauty. 
‘inverted, and combined (7 2), and by it ten letters Lis the S with a small loop and the inverted 


mand m pees same size of the first. 


ae relat naan ELS IAN 


loops are proportionally shorter. 


eept ¢ and e: to the ¢ one-third the height from the 


- 


eins te ene ee 


— eee 


be eb aT St EAE rats ib SMa or Big SEE BAER 


| copies are a compromise between the angular and | fve letters—the ¢ principle assisting in the formation 1. O is the third elementary principle of the capi-| 


the round hand, of aand d. i tal letters, and forms the basis of eleven letters; five | 
2 egy ; oe 2. wis the o with the ¢ principle affixed. lof which are made from the O direct, e- six from the |j 
PENMANSHIP is the science and art of writing. 3. dis the a with the lengthened. O) thivecten. : 
It is of two kinds—Practical and Ornamental. 1 4, eis a part of the o with a dot area: | 2. Cis the O with the loop prefixed. 
Practical penmanship is the art ef forming and| 5. ¢ is half the o in the form of a loop. |. .8. Bis the O with the small e prefixed. 


4. Gis half the O in the form of a loop, and half : 


6. Dis the O honey the line of beauty and a part of : 


Texts, and all other styles used for embellishment. 9. x 1 0. : 

: r b is the ¢ with the small curve. ja larger 

ri iors daatc Bie wpecrenty 1a atnDS | 3. his the loop with the third form of the i princi-| 9 '@ is the O inverted, with the ending of the L. |f 
. The jinger movement. ple affixed. 7. Vis the O inverted, turned to the right, and the)] 


8, Uis the O inverted, turned to the right, and the |f 


“11. Y is the O inverted, turned to the right, and 


| : ey ; Tyverted loop added. . . 
Was cette l PeDPtv ed -U 10. f is the. direct form of ihe 90, combined with | 
y the inverted form turned to the Tight. RULES F 7 E MATI OF LE g. 
: Ae ee CER ee Ce 4 li. pis the 7 with the loops omitted, and the third} OR HE FORMA : OF ar cae : 
Hergnr or THE Lerrers.—The 7 is the unit of|§ 


measure, and all the short letters are of equal height); 
with the 7, except 7, #, and z, which are a little higher. ; 
'\In rapid writing the hair-line should be joined to the |} 
jdirect form of the ¢ principle, near the top; in the|| 
inverted, near the bottom. Make the last part of the || 


i, d, and p, are two and a half times the height of |f 
the ¢. The pis three times the length of the? below ; 
the line. The loops and. capitals are four times the/|s 
height 6f the 7. In medium and coarse hand the|) — 


The width of the o principle should be one-half its 3 
heicht, and the hair-mark should be joined to letters |f 
formed from it at about one-half of their height, ex-), 


‘are made (together with the short z) as follows: ey ‘top, and to the e one-third from the bottom. When- 
1. 7 is formed by prefixing the hair-line to the first}. 9. 13 is the line of beauty joined to a aa of tho O| ever the o is combined with another principle in the |? 
‘form of the z principle and dotting it, | principle, formation ce a letter, it should have a greater slant. 
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The? is’ et. two- thirds 3 its hn from the line. 
| The loops, both above and below the] line, are crossed 
;| one-third the distance from the line, except the lower 
i! loops of the fandg.. The fis crossed half the height|. 
| of the ¢ above the ‘line. 

The letters d, 4, p, and./, are shaded. 
d; and Q; should an closed at the top. 


‘The 0; a; a 


; beauty should be equal, and the dot placed half the 
} height of the 7 above the line. : 


F at the pottom,—excepting when if is made with a 
i broad easy curve, and shortened at the top. 
i In the A, the curve should ‘eross at one-third its 
wh height. 
ay In the N; the two spaces ‘should be equal, and con- 
: | Sequently the third line should correspond with the 
first. In the Jf, the three spaces should beequal, and 
| _thesdistance across the top equal to the distance at the 
bottom, from the middle line to either outside line. 
| In the Z, S, and /, the O principle at the top of the 
letter crosses the line of beauty at just half the height 
( of the letter, and in the J at one-third from the top. 
The third, or second and third form of the z prin- 
ciple should be prefixed to’ 7, #, H, K, 4, and varied 
form of V, W, one-third from the top. Fis crossed 
in the middle. 
In S, L, £, J, ‘7, and £, the line ef beauty i is shaded. 
Shade the loop in G, turn one fourth from the 
line, make the line of beauty light and one-half the 
height of the letter. Make the last part of the Y 
| the same as the G. 
i\ The D should occupy five spaces in width, the prin- 
i| cipal space of the O being equal to three. ‘The spaces|5 
above and below the Q principle should correspond 
with the others, making in all seven equal spaces, 
and the loop at the bottom is equal to about half a 
space, being the same as that in the Z, Z, and Q. 
| In the O principle the width should be one-half its 
ii height; only one downward line should be shaded 
:in both the direct and inverted forms; the shaded 
| stroke and the hair-mark should be parallel, and the 
space between: these lines should be one-fourth of the 
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{| third, and Alsat in the inverted form at the left of the 
1 P, B, and RB. 

i "At the right of the J, R, H, K, ¢ Hy U; and X, 
| the O should be half the height of the joncers,, and of: 
equal size in all of them, except in the Cand # it 
f may be a little broader. The curve of the O at the 
right of £, Z,and Q, should be one-third of the height 
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f) B, BR, Q, V. U, W, X, and Y; should be two-thirds 
Li ihe height of the letters on ihe left, and one-third on 
I the right of P,°B,-and kh, “from where the curve 
| crosses the line of beauty. The outer curve on these! 
I letters should be one- half their height, the space 


= 


Ty oy aime 
See ms 


O in width, except in small letters it may be one-| 
desk, let the same angle of the body be observed, the right, 


F of the hore and the inverted forms at the top of He 


iolowine: one- fue th their-width, if the ivenied: 0 is 
large, one- fifth. See Writing: Charts for illustration. 


- MARKING LESSONS IN WRITING. 


A system of crediting by which every pupil be-| 
comes his own critic, for exercises in writing. Pupils 
are expected to thoroughly study the principles of. 


CApipis: Letrers.—TLDhe two eurves of the-line of writing, as’ laid down on the COVEerSs, and then report. just above the last joint of the forefinger. See that the 
as the teach er fingers are not too straight, but in tae natural position they | 


the er edits (as a class or individually ), 


inames the points of criticism, giving each pupil as, 
In A; N, and WZ, the line of beauty 1 is hanenoneed many eredits as he has perfect of the ten specified. 


ist. Correct knowledge of the Analysis es rales for) 


the formation of the letters. 
2d. Correct position of sitting. 
3d. Holding the pen correctly. 
4th. Sleping correctly. (at an angle of 50°. Ve 
5th. Writing lightly and easily. 
6th. Writing rapidly Gf well). /_ 
7th. Shading the letters correctly. i 
Sth. Uniformity in spacing. SN 
9th. Writing the same size of the Copy. 
10th. Neatness, free from blots. 


“Teachers can combine these points of criticism 


mentioned, so as to use more or less, to suit their) Remarks.—Select a monitor for every other aisle, num- |f 


own Seanad of marking. 


METHOD OF CONDUCTING AN ee 

Require the strictest attention of every pupil. 
each one be supplied, in addition to the writing-book, 
with pen, pen-wiper, ink, and.waste paper. Ata 
given signal, let the pupil take the following posi- 
tions and movements successively. 

ist. Sit ereet, square with the desk, hands together. 


2a. Turn right or left side to the desk (as the teacher}. 
may choose). 


Remarks.—Place the right arm upon the desk, the 


elbow resting on the edge, the left. hand crossing the right) 


at right angles, the side one inch from the desk. 

Place the feet firmly upon the floor, three inches apart, 
the right three inches in advance of the left, and the bock 
square before the right arm. 

Ii teachers desire-to seat the pupils with the left aide to the 


arm "resting upon the edge of the desk, half way from the 
‘wrist to the elbow, the book parallel with the arn, The 
great difficulty of this position, is a proneness of the learner 
fo move the hand down to the edge of the desk, resting upon 
the wrist, and thus destroying the free movement of the arm. 
For beginners, the right side is preferable; having learned 
the movements in this position, they can write very vee 
in the other. 

3d. Open the hooks. Pees 

4th. Open the inkstand and fale the pen. 

- Remarks.—tThe pen should be held square with the 
paver at an angle of 50°; the same slope of the copies, 

he best position for the pen is ‘that which wilk not inter-| 

fere with the natural position of the fingers. It may be eX! 


au 


ee are 


ee rr Tt ‘ 
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with the forefinger on the top of the pen-holder, and thet 


ibe obser ved: 


‘Tet Writing, like arithmetic, geography, and grammar, should | 


plained to the pupil by letting the cae hand fall down by i 
the side of the body, with no effort to contract or expand the § 

muscles, Raise the hand in this position, and every finger | 
\will be in a proper place to receive the pen. Place the pen 
jin the right hand, even with, or partly over the nail of the | 
second finger, and about three- -quarters cf an inch from it, 


thumb opposite the first joint of the forefinger.. ‘The pen 
‘should be held at an angle that will bring. the pen-holder } 


Se coneaetenatienian 


would take in hanging ‘by ‘the sid’ and that both points of 
the pen press equally upon the prover. F 


5th. Dip the pens in the ink. 
6th. Write. : 
| At the close of the exercise aS the following rules} 


dy Sin ERECT, AND SQUARE WITH THE DESK. 
2. WIPE THE PENS. , 
3. CLOSE THE INKSTANDS AND LAY DOWN PENS. 


- 4. @LOsE THE BOOKS AND ARRANGE THEM FOR COL-|§ | 
\LECTING. ! 


Remarks.—tLet the writine ‘books on: Lak desk be 
placed together, title-page up and back towards the aisle, so]}# 
that a monitor passing down and up alternate aisles may |} 
-\take all of the books. q 


5. COLLECT THE BOOKS. 


ber them, and let each one place his package across that of 
|the other, so as to keep them separate. 

' Each monitor, in giving out the books, phone begin where 
he left off eather ing them up. 


be taught in classes, Scholars of similar attainments should 
write the same page in the same number at the same time, 
Those who write more rapidly may use the waste paper until | 
all have finished the page: Scholars absent from the regular 
lessons should go on with the class. and the pages that have 
‘heen omitted can be written at some other time. 

Writing should, in all cases, be a daily exercise. 

In most schools, one hour a day should be devoted to the jf 
subject of penmanship. Three-fourths of an hour should be jf 
given in all schools. In no case let less than half an hour be | 
taken for this important subject. it 

To obtain the free use of the fore-arm, the authors fre- i 
quently require the pupil to reverse the pen-holder, and |f{ 
slide it backward and forward upon the desk, upon the third 
and fourth fingers. The elbow must be kept stationary as | 
the centre of motion, the hand in a straight line with the {f 
arm, and not turned over while moving to the right. 

The teacher should give frequently a general drill exercise | 
on the 2, 6, and. principles, the scholars imitating him with-: 
out ink, or on waste paper with ink, as the teacher gives the |§ 
movements, something like the. following: Ready, one, two, }f 
three, slide, finger, slide, finger, &c.; or, up, down, up, down, |f 
&c.,in practising the J principle. Let the principles of the || 
capital letters be practised in a similar manner. All of the {f 
preceding positions and movements must be practised in |j 
concert. The drill exercises in writing should be done rapidly |f 


jas the pupil can form his letters correctly, for expedition and j§ - 


jlegibility are the important requisites ofa penman. . 
‘The use of the blackboard is trdispensable in teaching pen- |] 


manship correctly. 4 
Pupils should be questioned daily upon the analy sis of the |f 
‘Tet iters, the rules for their (teafionsens and the es for writing. [) 
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x RELIABLE BUSI NESS AGENCY FOR 


SCHOOL OFFICERS, TEACHERS, AND PUP 
The Special obit of the “ Institute” are: | 


ist. To provide Families, Schools, and Colleges with C 
department ‘of Instruction, The address, and particulas rs of re 
any. pie however responsible, maya always be obtained. 

2d. Vo aid Teachers in s securing as La to their qua 


Cry el 
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31.-To negotiate the Purchase, Sale, and Exchange of Shige 1 by y} 
dth. To be a general Depository of Circulars, and inforniation 
the convenience of Parents and Guardians when seekin ng Hdue 
their Children and Wards. Ss : 
5th. To supply School Officers and Teachers with School-Booke 
Globes, Charts, Sheet-Mu ane e, Musical Instruments, and every kind 
dise, American and Foreign, at large discounts from regular. rates. 
pes= or details and oe orsement, send for out Cireular, = 
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el L ockwood, the es shed Seiolar ‘and eminent 
Perhaps he ek leaks ible exponent of what ee 
system of Intelligence tactics, or Hid new phy ase of Educs 
and developed by ‘the ‘ AMERICAN See INSTITUTE.’ 
who keep themselves posted on the entire Eda rational wants 
whole country. Every dep: artment of Shieatce , high or low, con 
In a word, as to Education, aking 1b Ina wit le ral nee, its appa rats, | i 
waite ond resources, are tabled, as it might be, in a Bureau of duce 
And now mark the effect of such “knowledge In-a time pete atl 
saving! Instead of schools of high character being closed, or sulfere: 
until the right man turns up, one is provided whose cal 
nan in the righ t place,” 
The loss 5 $e 18 LITe + aie 
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A G. SCHOLFIELD’S COMME ERCIAL COLLEGE. 
POTTER, HAMMOND-& CO. take pleasure in. cnnouncing that they have disposed of their, interest 
Providence Conimercial Ac widens io A. G. Scholfield, Proprietor and Principal of Scholfield’s Commercial. C 
SL. Westminster Street, Providence, R. I. This institution, which was established 7 
for obtaining. & complete, thorough, end practical Cusiness 
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operation ever since, and offers unsurpassed facilites 

| education. The branches: taught are Single and Double Pniry Book Keeping, Penmanship,’ Laghsh Branches, 
J Mathematics, Languages, Surveying and Navigation, and. Mechanical. and Persnective Drawtag... A’ suite of five 
\ rooms, handsomely furnished, twe of which are private, aff ord ample and. pleasant acecomnodation.. A catalogue, 
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Mi invature Chart of Prine ass and otters. 
Originated, arranged and written by S. A. Potter. 
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Direct, inverted and combined t principle. 
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Zine of Beauty. 
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TUL. 


Figures cnd dots indicate spacing, fractions and horizontal marks the propor tional 
height of the different parts of the letters. 


science, because it admits of a system as complete as arithmetic, | the n 
geometry, or algebra. It has been heretofore considered merely the spaces equal. 
as an exercise of imitation, while everything else taught has been 
systematized. This per fected system, it is “claimed, is worthy of 
the name of the science of writing. it. 

It is of two kinds, Practical and Ornamental. 

Practical penmanship is the art of forming and joining letters 
cn scientific principles. 

Ornamental penmanship is the art of flourishing 
or executing German and Old English Texts, and ‘all other styles its-heighty 
used for embellishment. 

Three movements are necessary in writing: 

1. The finger movement. 

This movement is made by opening and shutting the hand. 

The finger movement gives the nice tonches of beauty to a 
handwriting. The upw ard stroke is light, the downward heavier, 
because the nib of the pen is not spread in moving upwards as it 


PENMANSHIP is the science and art of writing. Writing isa 
| 


The hair line joins at one-fifth from the line. 
and m should be of the same height with the first part, and 


is in moving downwards by the natural 
weight of the hand which makes the down- 
ward line stronger. 

2. The fore-arm movement. 

In this movement, the elbow, or the 
swell of the muscle below the elbow, is 
used as the centre of motion, the hand 
sliding on the nails of the third and fourth 
fingers. The fore-arm carries the hair-line 
from letter to letter, and assists in striking 
the bolder lines of a written word. 

3. The whole-arm movement. 

This is a free moyement of the whole arm 
in any direction. By the whole-arm move- 
ment are accomplished such strokes with 
the pen as a skilful painter might make 
with a brush in tracing a bold sketch, or 
striking out a rapidly-drawn picture. 

In the formation of the letters six ele- 
mentary principles are employed; three in 
the small letters, and three in the capitals. 

These six principles, variously combined, 
form every letter of the alphabet, as seen 


in the diagram. 


Analysis of the Letters, and 
Rules for their Formation. 


SMALL LETTERS. 


The small letters are formed by means 
of-three elementary principles, viz. the 7, 
the o, the J. 

1. The it principle. 

The ¢ principle assumes three forms: 
Ist. The direct (€)} 2d. The inverted (7); 
3d. The combined form (?); and by it ten 
Jetters are made, as follows: 

1. ¢ is formed by prefixing the hair line 
to the first form of the 7 principle and 
dotting it. 

The hair line j joins the? pr inciple at one- | 
fifth from the top. The dot is twice the 
height of the ¢ from the line. Commence 
to turn the 7 at the bottom one-fifth from 
the line. 

2. wis the 7 repeated, omitting the dots. 

3. w is the wu with a small curve. 

4. r is the first form with the curve, 
prefixed. 

5. tis the ¢ lengthened and crossed two- 
thirds its height from the line. The hair! 
line joins at half the height. of the letter 

6. nis the second and third forms united. ; 


7. m is the nm preceded by the pepond | 


form. 
The last part of 


8. v is the third form with the curve. 
The curve in the w, r, and v should be made without looping 
In the w and v it should be the same height from the line as 
the first part of the letter. 
9. x is the third form crossed obliquely. 
10. s is an irregular form of the i—turning to the left instead 
, pen-drawing, | of the right, and stopping with a dot on the hair line, at one-fifth 


2. The o principle. 


By the o principle five letters are formed,—the 7 principle 
assisting in the formation of @ and d. 

1. ots the simple principle. — 

2. a is the o with the? principle affixed 

3. dis the a with thez lengthened. 


4. cis a part of the o with a dot prefixed. 

d. eis half the o in the form of a loop. 

The hair line prefixed to these letters unites in the 0, a, d, and 
c at one-fifth from the top, and crosses in the e at one-third the 
height. Make the dot in the c one-fifth from thetop. Theo,a, d, 
9, 7, Should never be left open at the top. In thea, d,g, and q, 
the o is made with a greater slant, in order to join with the? or 
the loop principle at the tcp of the letter. 


' 3. The loop principle. 


The loop principle assumes two forms: Ist, the direct; 2d, the 
inverted, and enters into eleven letters, which are formed by the 
aid of the 2 and the o principles. 

1. isthe loop turned at the bottom. 

2. bis the l with the small curve. 

Fg h is the loop with the third form of the 7 principle affixed. 

. kis the A with a small curve in the 7 principle. 

5. J is the Joop inverted and dotted. 

6. y is the loop inverted, with the third form of the?z principle 
prefixed. 

7. zis the r or s with the inverted loop added. 

8. g is the loop inverted, with the o prefixed. 

a ha is the g with the hair line that forms the loop turned to the 
righ 

10. f is the direct form of the loop combined with the inverted 
form turned to the right. 

| li. pis the f# with the loops omitted, and the third form of the 
t principle added. 

In all the loops except the q and the lower Joop of the jf, the 
hair line crosses at one-third the distance from the line, either 
above or below. The hair line of the qg diverges regularly from 
the downward mark till it unites with the next letter. 

The lower loop of the / crosses at half the height of the 7 above 
the line. The hair line of the p unites ad the top. 


RULES FOR THE SMALL LETTERS. 


The iis the unit of measure. All the short letters are of equal 
height with the 7, except 7, s, the lower part of the k, and the 
upper part of the z. These are one-fourth higher. 

The ¢and d are two and a half times the lieight of the 7. The 
pis two and a half times the 7 measure above, and twice the 
_ length below the line. 

The loops are all four times the 7 measure above or below the 
line. All spaces between the parts of the letters in the? prin- 
ciple should be equal to the space in the u, which is one-half the 
height, except in rapid running hand, which is more open, the 
width of each space being about two-thirds the height. The 

| width of the o is half the height, and is the same throughout. 
All loops are of equal width, one-half the 7 measure. 
| Only ¢, d, f, and p are shaded; except a slight shade of the 
principal downward stroke in the o principle. 
| The first line of the following letters curves tuwards the left, 
or, in other words, they have their concave side towards the left, 
ne 15 Us -W,.7, tS; eh Oy Ny deo 25. p. 

The first line ‘of the following letters curves towards the right, 
viz., n,m. v..2, 0, a, d, c.g, q-¥ 

The last line of the following letters is curved towards the left: 
1, U. W, 7. 5,2, M, V,S8. 2 0, a, a,c, e,l, bh, k- f, p. The last line 
of the following letters is curved towards the right: J, 9, 9 Y; 2 


THE CAPITAL LETTERS. 


The capital letters are made by three elementary principles. 


1. The Line of Beauty 


The celebrated “ Hogar th’s Line of Beauty,” ( YS whitch figures 
so conspicuously in drawing and painting, is one of the most 
graceful and beautiful lines in the art of penmanship. It enters 
into ten letters, of which it forms the essential basis. 

Whenever this element is made complete, the upper and lower 
curves should be equal, and the dot stops at one-half the height 
of the 2 

1. A is the line of beauty, without the curve at the top, with a 
part of the small p added, and crossed with a curve at one-third 
the height. 
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The A makes one space in width, which is the unit of measure. 


line of beauty parallel to the first line, making two equal spaces. 

3. Mis the V with the Oappended, making three equal spaces. 

4. P is the line of beauty with the inverted O, which occupies 
two-thirds the height of the letter on the left, and one-half on 
the right. 

5, Bis the P with a part of the inverted O, which takes two- 
thirds the height. 

6. Ris the P with the direct O. 

7. Sis a part of the O or loop joined to the line of beauty at 
the top with a loop. ‘The O or loop crosses at halt the height. 

8. L is the S with a small horizontal loop at the bottcm, on 
the left, ending with a small o on the right, one-third its height. 

9. J is the line of beauty prefixed by a part of the O, which 
joins it at the top and occupies one half the height. 

10. Jis the J extended below the line in the form of a loop. 
The upper curve is one-third the length of the letter, and the 
loop crosses at one-half the length. 


2. The T principle. 

The 7 principle is the line of beauty prefixed with the third 
form, or the second and third forms of the 2, one-third from the 
top, and forms the basis of five letters. 

1. Tis the simple principle. 

2. Fis the 7 crossed at half its height. 

3. Zis the 7 with the ending of the Z, or with a loop below 
the line. 

4. His the T joined by an inverted loop to the letter C. 

_ 5. Kis the Hwith a curve in the middle of the Cin the form 
| of a brace. 

From this principle may also be made the varied form of V 
and W. 

; 3. The O principle. 

The O principle assumes two forms, Ist, the direct, 2d, the in- 
verted, and is the basis of eleven letters, five of which are made 
from the O direct, and six from the O inverted. 

1. O is the simple principle.! 

2. Cis the O with the loop prefixed, crossing at half the height. 

3. EF is the O with the small e prefixed, which occupies one- 
third the height. | 

4. Gis half the Oin the form of a loop, and half the line of 
beauty added. 

The O occupies three-fourths the height, and the tine of beauty 
one-half the height. 

5, D is the O with the line of beauty and a part of a larger O. 

6. Qis the O inverted, with the ending of the Z. : 

7. Vis the Oinverted, turned to the right, and the curve added. 
This curve should not be looped. 

8. U is the O inverted, turned to the right, and the O direct 
added. 

9. W is the O inverted, with the WV added. 

10. Yis the O inverted, with the O direct added and crossed by 
the line of beauty in the middle. 

11. Vis the O inverted, turned to the right, and half the line 
of beauty added. Or, it is the O inverted. prefixed to the latter 
half of the G. 


RULES FOR THE CAPITAL LETTERS. 


The width of the O is one-half its height. The width is divided 
into four equal spaces, the distance between the first and last 
lines being one. If the O be smaller, direct or inverted, as in the 
M or the P, the width should be three equal spaces. 

The direct O in the M, R, H, K, C, E, U, X, should be half the 
height of the letters. 

The inverted O in the P, B, R, Q,V, U, W, X, FY, occupies two- 
thirds the height. 

The width of the D may be divided into five equal spaces, the 
principal space of the O being equal to two, and the spaces above 
and below the O should correspond to the others, making in all 
seven equal spaces. 

The loop at the bottom, which is the same in the Z, short Z, 
and the Q, occupies half a space. 

In shading, the O takes precedence to the line of beauty. 
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The principal downward stroke of each letter is shaded. Only ; 


2. Nis the A without the cross, with the upper part of the} one line is shaded, except in Band Rk. 


The line of beauty is never shaded in plain writing, except in 
the S, L. J, and J. 

The shaded line of the A is heaviest at the bottom; in the XN, 
and M,in the middle, in the S, Z, and J, below the crossing; in 
the J, below the line. 

The O, direct or inverted, has the outside line shaded. 

The third form of the 7 in the 7 principle should be slightly 
shaded. ‘These principles of shading, it will be understood, apply 
primarily to the ordinary style of business writing. They teach 
us to ferm what might be termed the standard letter. In Nos. 12, 
13, and 14, a great variety of furms and styles will be found for 
ladies and for mercantile penmanship, all, however, growing out 
of this standard letter. All of these can be analyzed, and rules 
given for their formation, as well as for the formation of letters 
by the ordinary style. 

For example, the prevailing style of the line of beauty in these 
numbers is heavy in wll the letters in which it enters, and instead 
of stopping with a dot, it is carried around with a curve, and this 
curve is brought up to half the height of the letter. 

Whenever this style is used the oval need not be shaded. 

In No. 15 wil! be found German Text and Old English letters. 
A careful inspection by one who has studied our system of analy- 
sis, will reveal the fact that all the letters in German Text are 
made from the four marks, or principles, which precede them, 
and the same is true of the (ld #fnglish. 


Distributing the Copy-Books. 


Select a monitor for every second aisle, number them, and direct 
them to place two books on double, and one only on single desks. 
If a pupil is absent, his book is to be left on his desk, and gathered 
up with the rest at the close of the writing exercise. - Each mon- 
itor, in giving out the books, will begin where he left off gather- 
ing them up. Let thewriting-books on each desk be placed toge- 
ther, title-page up and back towards the aisle, so that a monitor 
passing down and up alternate aisles may take all of the books. 
On collecting the books, they should be put away in the order in 
which they are laid together by the monitors. It is an excellent 
plan for teachers to require every scholar to cover his copy-book 
neatly with brown paper. 

Wririne, like arithmetic, geography, and grammar, should be 
taught in classes Scholars of similar attainments should write 
tlle same page in the same number at the same time. Those who 
write more rapidly may use the waste paper until all have finished 
the page. Scholars absent from the regular lessons should go on 
with the class, and the pages that have been omitted can he 
written at some other time. 

Writing should, in all cases, be a daily exercise. 

In most schools, one hour a day should be devoted to the sub- 
ject of penmanship. ‘Three-fourths of an hour should be given in 
all schools. 

The use of the blackboard is indispensable in teaching penman- 
ship correctly. 

Pupils should be questioned daily upon the analysis of the 
letters, the rules for their formation, and the rules for writing. 

For more extended instruction, see Treutise, Circular, and Charts. 


Method of Conducting an Exercise in 
Writing. 


Require the strict attention of every pupil. Let each one be 
supplied, in addition to the writing-book, with pen, pen-wiper, 
ink, and waste paper. At a given signal, let the pupil take the 
following positions and movements successively. 


1. Sit erect, square with the desk, hands together. 

9, Turn right or lefi side to the desk (as the teacher may 
choose). 

Remarks.—Place the right arm upon the desk, the elbow 
resting on the edge, the left hand crossing the right at right 
angles, the side one inch from the desk. 

Place the feet firmly upon the floor, three inches apart, the 


“i 


right three inches in advance of the left, and the book square 
before the right arm. 

If teachers desire to seat the pupils with the left side to the 
desk, let the same angle of the body be observed, the right arm 
resting upon the edge of the desk, half way from the wrist to the 
elbow, the book parallel with the arm. ‘The great. difficulty of 
this position. is a proneness of the learner to move the hand down 
to the edge of the desk, resting upon the wrist, and thus destroy- 
ing the free movement of the arm. For beginners, the right side 
is preferable; having learned the movements in this position, 
they can write very readily in the other. Me 

3. Cpen the kooks. 

4, Gpen the inkstand and take the pen. 


Remarks.—tThe pen should be held square with the paper, 
and at an angle of 51° from the desk, the same as the slope of the 
copies. 

The best position for the pen is that which will not interfere 
with the natural position of the fingers. It may be explained to 
the pupil by letting the right hand fall down by the side of the 
body, with no effort to contract or expand the muscles. Raise 
the hand in this position, and every finger will be in a proper 
place to receive the pen. Place the pen in the right hand, even 
with, or partly over the nail of the second finger, and about three- 
quarters of an inch from it, with the forefinger on the top of the 
pen holder,'and the thumb opposite the first joint of the forefinger. 
The pen shou‘d be held at an angle that will bring the pen-holder 
just above the last joint of the forefinger. See that the fingers are 
not too straight, but in the natural position they would take in 
hanging by the side, and that Loth points of the pen press equally 
upon the paper. 


5. Dip the pens tn the Ink. 
6. Write. 


Method of Closing an Exercise in Writing. 
Let the following rules be observed : 
1. Sit erect, and square with the desk. 


2. Wipe the pens. 


_ 8. Close the inkstands and lay down pens. While the ink 
is drying the teacher can mark the credits for the lesson. 


4, Close the kooks and arrange them for coliecting. 
5. Collect the bocks. ee 2 


Marking Lessons in Writing. 


A system of crediting should be adopted by which every pupil 
may become his own critic, for exercises in writing. Pupils are 
expected to study thoroughly the principles of writing, as laid 
down on the covers, and then report the credits (as a class or indi- 
vidually), as the teacher names the points of criticism, giving each 
pupil as many credits as he has perfect of the ten specified below. 


1. Correct knowledge of the Analysis and rules for the 
formation of the letters. 


2. Correct position of sitting. 

3. Holding the pen correctly. 

4. Sloping correctly (at an angle of 51°). 

5. Writing lightly and easily. 

6. Writing rapidly (if well). 

7. Shading the letters correctly. 

8. Uniformity in spacing. 

9, Writing the same size of the copy. 

19. Neatness, free from blots. 

Teachers can combine these points of criticism mentioned, so as 


to use more or less, to suit their own standard of marking. 
For further explanation, see Penmanship Explained, and Charts. 


Potter & Hammond’s System of Business | 
Writing. 
- 1. The first distinguishing feature of this system is 
The Original Arrangement of Copies, 
according to six simple, elementary principles—three for the small 
letters and three for the capitals; discarding the old alphabetical 
order of the letters. 

This system gives THE FIRST COMPLETE ARRANGEMENT OF COPIES 
THROUGHOUT A SERIES OF BOOKS, ACCORDING TO THE SIMILARITY OF THE 
FORMATION OF THE LETTERS, EVER PUBLISHED. 

We only ask any candid person to examine this system and then 
compare different editicns of rival books. The result cannot leave 
any doubt as to the originality of this system. Be 

2. The second feature is that this system is 

Tike Most Scientific 


ever invented. And the authors therefore claim that their system 
of Penmanship is 
Original and Scientific. 
8. The third feature is found in the unequalled 
Style of Copies. 

NEAT, BEAUTIFUL, EASY, SIMPLE, EXACT, ACCURATE. 

4, Completeness. 

The system is developed in 


THREE DISTINCT SERIES OF BOOKS. 


1. The School Series, in nine numbers. 

2. The Ladies’ Series, in three numbers. 

3. The Mercantile and Ornamental Series, in three numbers. 
Besides these three series of copy-books, the following 


Aids to Teachers 
are offered as accompaniments to the books :— 


1. Six Writing Charts. 


These charts, mounted on heavy pasteboard tablets, embrace all 
the principles, all their combinations and applications, with ex- 
amples in words. Teachers say they are the most complete, method- 
ical, and valuable writing charts ever published. 


2. Penmanship Explained. 

A book of 100 pages, containing practical suggestions to teachers 
upon almost every topic connected with the subject of penman- 
ship, and how it should be taught. 

It may be used with great advantage as a text-book by all 
classes of advanced pupils. It is the most practical and the most 
scientific treatise on penmanship extant. 


3. The Pen Distributor 


Ts a small, neat wooden case, containing drawers with numbered 
grooves for each pen-holder, designed for distributing and collecting 
the pens at the writing exercise, giving the pupil the same pen 
each day, preventing all confusion. A patent-right has just been 
granted for this beautiful piece of school furniture. 


4. Slope Lines. 
A guide to obtain the correct angle in writing. 
5. Record of Recitations. 


In this little book the teacher may record the reports of daily 
exercises in writing. There are ten points to be marked. ‘This 
system of marking is entirely original, and furnishes a perfect and 
definite guide to the teacher in making up monthly or term re- 


ports, besides being of great value in constantly directing the 
attention of the pupil to the various points which make up excel- 
lence in penmanship. 


6. Teacher’s Monthly Report. 


This blank sheet may embrace the report of the progress of the 
pupil not only in writing, but in whatever study he pursues. 


7. The Business Writer 


Contains complete instruction in penmanship, and also a great 
variety of commercial and ornamental writing, selected from P. & 
II.’s series. 


This complete, original, and scientific system of penmanship has 
[during the last ten years| changed the whole method of teaching 
writing from simply an ART to be learned by imitation, to an 
EXAcT SCIENCE, taught by RULES and PRINCIPLES, like Arithmetic 
or Grammar, 


Potter & Hammond’s System of Practical 
Book-Keeping, 
BY SINGLE AND DOUBLE ENTRY. 


In three Numbers, or bound in two Looks. 


It contains six sets of accounts, and embraces a thorough treatise 
on the subject, with a great variety of test questions, accounts, and 
reviews. It gives the most thorough instruction in single and 
double entry, partnerships, special partnerships, commission, bro- 
kerage, shipments, consignments, mercantile calculations, includ- 
ing averaging accounts and accounts current, with full directions 
for all forms of notes, bills, drafts, checks, letters, bills of ex- 
change, &c. 


Potter & Hammond’s Steel Pens. 


These well-known pens are manufactured by Joseph Gillott, who 
warrants them equal to any bearing his stamp. ‘They are now ex- 
tensively used, and are pronounced the Best Pens in the market. 
The Extra Fine Pen is adapted to schools of a higher grade and 
those who wish to write a fine hand, while the School Penis more 
suitable for schools of an intermediate grade. ‘The Commercial 
Pen is one of the best ever made for banks, counting-houses, and 
all commercial purposes. 

Above pens will be sent per mail upon receipt of the printed 
price. 


PRICES OF PENMANSHIP, BOOK-KEEPING, CHARTS, PENS, ETC, 


POTTER & HAMMOND’S PENMANSHIP per doz. $1.80 
WRITING CHARTS Sin 6:NOS...0..0.03s0: esssaeeee per set, 2.50 
PENMANSHIP EXPLAINED, 18mo., Cloth 75 
BUSINESS WRITER, quarto form 25 
BOOK-KEEPING, No. 1.........ccsceeeeee RES Bea: mas sibe 35 
PA NACS 0005.0 6h cocesstedastssesseenc cleeesten «esses per set, 35 
BOOK-KEEPING, No. 2, Common School Ed 90 
BLANKS*to do 75 
BOOK-KEEPING, No. 3, ligh School Ed 1.00 
BUA INI) 101 G0 foc celcnsssocupece vededsactogeeis Havevuaee 90 
KEY TO BOOK-KENPING 50 
SCHOOL RECORD 1.50 
MONTHLY REPORT 1.50 
SLOPE. TiN iiss dancascoesossn vention vig levente soos. per doz. 15 
PION DISTRIB ROR cicsoyesiceceghsosevesss umes pane apecesstageens 5.00 
EXTRA FINE PEN per gross 1.10 

do. do. in doz. boxes, for retailing ‘ 1.25 
SCHOOL PEN 1.00 
do. do. in doz. boxes, for retailing ‘“ 1.15 
COMMERCIAL PEN 2d 


Any of the above will be sent by mail or express, on receipt of the price affixed. 


SCHERMERHORN, BANCROFT & CO., Publishers, 
512 Arch Street, Philadelphia, and 130 Grand Street, New York. 


A. G. SCHOLFIELD’S COMMERCIAL COLLEGE. 


' POTTER, HAMMOND 4 CO. take pleasure in announcing that they have disposed of their interest in the Providence Commercial Academy 
to A. G. Scholfield, Proprietor and Principal of Scholfield’s Commercial College, 81 Westminster Street, Providence, R. I. This institution, 
which was established in 1846, has been in successful operation ever since, and offers unsurpassed facilities for obtaining a complete, thorough, 
and practical business education. The branches taught are Single and Double Entry Book-Keeping, Penmanship, English Branches, Mathe- 
matics, Languages, Surveying and Navigation, and Mechanical and Perspective Drawing. A suite of five rooms, handsomely furnished, two 
of which are private, afford ample and pleasant accommodation. A catalogue, containing full varticulars, with a few of the leading ideas 
of the Principal, upon business matters, will be sent, prepaid, to any one who may desire it. 
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| So 
Entered according to Act of Congress, in the year 1865, by S. A. POTTER, in the Clerk’s Office of the District Court for the Eastern District of Pennsylvania. 


Minature Chart of Principles and Letters. 
Originated, arranged and written by S. A. Potter. 
BSB EK 


Direct, inverted and combined t principle. 
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Figures cnd dots indicate spacing, fractions and horizontal marks the proportional 
height of the different parts of the letters. 
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science, because it admits of a system as complete as arithmetic, 
geometry, or algebra. It has been heretofore considered merely 
as an exercise of imitation, while everything else taught has been 
systematized. This perfected system, it is claimed, is worthy of 
the name of the science of writing. 

It is of two kinds, Practical and Ornamental. 

Practical penmanship is the art of forming and joining letters 
cn scientific principles. 

Ornamental penmanship is the art of flourishing, pen-drawing, 
or executing German and Old English Texts, and all other styles 
used for embellishment. 

Three movements are necessary in writing: 

1. The finger movement. 

This movement is made by opening and shutting the hand. 

The finger movement gives the nice touches of beauty to a 

handwriting. The upward stroke is light, the downward heavier, 
because the nib of the pén is not spread in moving upwards as it 


the spaces equal. 


it. 


10. s is an irregular 


its height. 


By the o principle 


j 
PEN MANSHIP is the science and art of writing. Writing isa 


of the right, and stopping w 


is in moving downwards by the natural 

weight of the hand which makes the down- 

ward line stronger. 
2. The fore-arm movement. 


-In this movement, the elbow, or the| height. 


4. cis a part of the o with a dot prefixed. 
5. eis half the o in the form of a loop. 
The hair line prefixed to these letters unites in the 0, a, d, and 
c at one-fifth from the top, and crosses in the e at one-third the 
Make the dot in the c one-fifth from the top. Theo,a, d, 


swell of the muscle below the elbow, is| 9, g, should never be left open at the top. In the a, d,g, and q, 
used as the centre of motion, the hand| the o is made with a greater slant, in order to join with the 7 or 
sliding on the nails of the third and fourth | the loop principle at the top of the letter. 


fingers. 
from letter to letter, and assists in striking 
the bolder lines of a written word. 

8. The whole-arm movement. 


The fore-arm carries the hair-line|_ 


3. The loop principle. 
The loop principle assumes two forms: Ist, the direet; 2d, the 
inverted, and enters into eleven letters, which are formed by the 


This is a free movement of the whole arm | aid of the 7 and the o principles. 


in any direction. By the whole-arm move- 
ment are accomplished such strokes with 
the pen as a skilful painter might make 
with a brush in tracing a bold sketch, or 
striking out a rapidly-drawn picture. 

In the formation of the letters siz ele- 
mentary principles 
the small letters, and three in the capitals. 

These six principles, variously combined, 
form every letter of the alphabet, as seen 
in the diagram. 


Analysis of the Letters, and 
Rules for their Formation. 


SMALL LETTERS. 


The small letters are formed by means 
of three elementary principles, viz. the ¢, 
the o, the l. 


1. Thei principle. 


The ¢ principle assumes three forms: 
Ist. The direct (4); 2d. The inverted (7); 
3d. The combined form (?); an 
letters are made, as follows: 

1. cis formed by prefixing the hair line 
to the first form of the z p 
dotting it. 

The hair line joins the? principle at one- 


fifth from the top. The dot is twice the i 


height of the ¢ from the line. Commence 
to turn the 7 at the bottom one-fifth from 
the line. 
2. wis the z repeated, omitting the dots. 
8. w is the w with a small curve. 


4. r is the first form with the cunve 


prefixed. 

5. tis the 7 lengthened and crossed two- 
thirds its height from the line. The hair 
line joins at half the height of the letter 

6. nis the second and third forms unite 

7. m is the n preceded by the second 
form. 


The hair line joins at one-fifth from the line. The last part of 
the n and m should be of the same height with the first part, and 


8. v is the third form with the curve. 
The curve in the w, 7, and v should be made without looping 
In the w and v it should be the same height from the line as 
the first part of the letter. 
9. x is the third form crossed obliquely. 


form of the i—turning to the left instead 


2. The o principle. 


assisting in the formation of a and d. 
1. 0 ts the simple principle. 
2. a is the o with the? principle affixed. 
3. dis the a with thez lengthened. 
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d. Viz... 


ith a dot on the hair line, at one-fifth |so conspicuously in drawing 


1. Lis the loop turned at the bottom. 

2. bis the l with the small curve. 

8. his the loop with the third form of the 7¢ principle affixed. 

4. kis the h with a small curve in the 7 principle. 

5. 7 is the loop inverted and dotted. 

6. y is the loop inverted, with the third form of the? principle 


are employed; éiee in| prefixed. 


7. zis the r or s with the inverted loop added. 

8. g is the loop inverted, with the 0 prefixed. 

; . a is the g with the hair line that forms the loop turned to the 
right. 

10. f is the direct form of the loop combined with the inverted 
iorm turned to the right. 

11. pis the f with the loops omitted, and the third form of the 
7 principle added. 

In all the loops except the q and the lower loop of the f, the 
hair line crosses at one-third the distance from the line, cither 
above or below. ‘The hair line of the g diverges regularly from 
the downward mark till it unites with the next letter. 

The lower loop of the Jf crosses at half the height of the ¢ above 
the line. The hair line of the p unites at the lop. 


2ULES FOR THE SMALL LETTERS. 


The iis the unit of measure. All the short letters are of equal 


d by at ren height with the 7, except 7, s, the lower part of the kx, and the 


upper part of the z. These are one-fourth higher. 
The tand d are two and a half times the lieight of the 7. The 


rinciple and|_ - ; A : 
Be, 38 pis two and a half times the 7 measure above, and twice the 


. length below the line. 

The loops are all four times the 7 measure above or below the 
e. All spaces between the parts of the letters in the ? prin- 
ciple should be equal to the space in the w, which is one-half the 
height, except in rapid running hand, which is more open, the 
width of each space being about two-thirds the height. The 


| width of the o is half the height, and is the same throughout. 


All loops are of equal width, one-half the 7 measure. 

Only é, d, f, and p are shaded; except a slight shade of the 
principal downward stroke in the o principle. 

The first line of the following letters curves towards the left, 
or, in other words, they have their concave side towards the left, 
Z, u, w, r,t, 8, e, b, b, h, ky J, 25 J, V- 

The first line of the following letters curves towards 
ViZ., 2, M, Vv, Z, 0, A, d,C. 9, 9-Y 

The last line of the following letters is curved towards the left: 
1, U, W, 1 €, N, M, V, S$, KO, a, d, Ce, 1, bh, k, f, Y- The last line 
of the following letters is curved towards the right: J, 9, 9, Y 2: 


THE CAPITAL LETTERS. 


The capital letters are made by three elementary principles. 


1. The Line of Beauty 


The celebrated “ Hogarth’s Line of Beauty,” ( JS ) which figures 
and painting, is one of the most 
graceful and beautiful lines in the art of penmanship. It enters 
into ten letters, of which it forms the essential basis. 

Whenever this element is made complete, the upper and lower 


the right, 


five letters are formed,—the 2 principle | curves should be equal, and the dot stops at one-half the height 


of the 2. 
1. Ais the line of beauty, without the curve at the top, with a 


part of the small p added, and crossed with a curve at one-third | 4 


the height. 
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The ae eee a oe nward stroke of each letter is shaded. Only} 
one line is shaded, except in Band &. 

The line of beanty is never shaded In plain writing, except in 
the S, Z, J, and J. 

The shaded line of the A is heaviest at the bottom; in the NN, 
and Jf, in the middle, in the S, L, and J, below the crossing; in 
the J, below the line. 

The O, direct or inverted, has the pufade line shaded. 

The third form of the ¢ in the 7 principle should be slightly 
shaded. ‘these principles of shading, it will be understood, apply 
primarily to the ordinary style of busines ss writing. They teach 
us to ferm what might be termed the standard letter. In Nos. 12, 
13, and 14, a great variety of forms and styles will be found for 
ladies and for mercantile penmanship, all, however, growing out 
ef this standard letter. All of these can ‘be analy zed, and rules 
given for their formation, as well as for the formation of letters 
by the ordinary style. 

For example, the prev ailing style of the line of beauty in these 
numbers is heavy in al the letters in which it enters, and instead 
of stopping with a dot, it is carried around with a curve, and this 
curve is brought up to half the height of the letter. 

Whenever this style is used the oval need not be shaded. 

In No. 15 will be found German Text and Old English letters. 
A careful inspection by one who has studied our system of analy- 
sis, will reveal the fact that all the Jetters in German Text are 
made from the four marks, or principles, which precede them, 
and the same is true of the Gid i nglish. 


Distributing the Copy-Books. 


Select a monitor for every second aisle, number them, and direct 
them to place two books on double, and one only on single desks. 
If a pupil is absent, his book is to be left on his desk, and ; gathered 
up with the rest at the close of the w riting exercise. Each mon- 
itor, in giving out the books, will begin where he left off gather- 
ing ‘them up. Let the wr iting: books on each desk be placed toge- 
ther, title-page up and back towards the aisle, so that a monitor 
passing down and up alternate aisles may take all of the books. 
On collecting the books, they should be put away in the order in 
which they are laid together by the monitors. It is an excellent 
plan for teachers to require every scholar to cover his copy-book 
neatly with brown paper. 

WritInG, like arithmetic, geography, and grammar, should be 
taught in classes Scholars “of similar attainments should write 
the same page in the same number at the same time. ‘Those who 
write more rapidly may use the waste paper until all have finished 
the page. Scholars absent from the regular lessons should go on 
with the class, and the pages that have been omitted can be 
written at some other time. 

Writing should, in all cases, be a daily exercise. 

In most schools, one hour a "day should be devoted to the sub- 
ject of penmanship. ‘Three-fourths of an hour should be given in 
all schools. 

The use of the blackboard is indispensable in teaching penman- 
ship correctly. 

Pupils should be questioned daily upon the analysis of the 
letters, the rules for their formation, and the rules for writing. 

For more extended instr netion, see 7 -eutise, Circular, and Charts. 


2. Nis the A without the cross, with the upper part of the 
line of beauty parallel to the first line, making two equal spaces. 

3. Mis the NV with the O appended, making ‘three equal spaces. 

4. P is the line of beauty with the inver ted O, which oecupies 
two-thirds the height of the letter on the left, and one-half on 
the right. 

5, Bis the P with a part of the inverted O, which takes two- 
thirds the height. 

6. # is the P with the direct 0. 

7. Sis a part of the O or loop joined to the line of beauty at 
the top with a loop. ‘The O or loop crosses at halt the height. 

8. L is the S with a small horizontal loop at the bottom, on 
the left, ending with a small 0 on the right, one-third its height, 

9. J is the line of beauty prefixed by a part of the O, w hich 
joins it at the top and occupies one half the height. 

10. Jis the J extended below the line in the. form of a loop. 
The upper curve is one-third the length of the letter, and the 
loop crosses at one-half the length. 


2. The T principle. 


The 7 principle is the line of beauty prefixed with the third 
form, or the second and third forms of the 2, one-third from the 
top, and forms the basis of five letters. 

1. Vis the simple principle. 

2. Fis the 7 crossed at half its height. 

3. Zis the T with the ending of the Z, or with a loop below 
the line. 

4. His the T joined by an inverted loop to the letter C. 

5. Kis the H with a curve in the middle of the Cin the form 
of a brace. 

From this principle may also be made the varied form of V 
and W. 


3. Lhe O principle. 

The O principle assumes two forms, Ist, the direct, 2d, the in- 
verted, and is the basis of eleven lettars, five of which are made 
trom the O dir ect, and six from the O inverted. 

1. O is the simple principle. 

2. Cis the O with the loop prefixed, crossing at half the height. 

3. E is the O with the small e prefixed, which occupies one- 
third the height. 

4. Gis half the O in the form of a loop, and half the line of 
heauty added. 

The O occupies three-fourths the height, and the line of beauty 
one-half the height. 

5. Dis the O with the line of beauty and a part of a larger O. 

6. Q is the O inverted, with the ending of the Z. 

7. Vis the Oinverted, turned to the right, and the curve added. 
This curve should not be looped.. 

8. U is the O inverted, turned to the right, and the O direct 
added. 

9, W is the O inverted, with the WV added. 

10. Lis the O inver ted, with the O direct added and crossed by 
the line of beauty in the ‘middle. 

J1. Vis the O inverted, turned to the right, and half the line 
of beauty added. Or, it is the O inverted. prefixed to the latter 
half of the G. 


RULES FOR TILE CAPITAL LETTERS. 


The width of the O ts one-half its height. The width is divided 
into four equal spaces, the distance between the first and last 
lines being one. Ifthe O be smaller, direct or inverted, as in the 
M or the P, the width should be three equal spaces. 

The direct O in the M, R, H, K, C, E, U, &X, should be half the 
height of the letters. 

The inverted O in the POR, ‘AR, Q, V, U, W, 4, Y, occupies two- 
thirds the height. 

The width of the D may be divided into five equal spaces, the 
principal space of the O being equal to two, and the spaces above i 
and below the O should correspond to the others, making in all choose). 
seven equal spaces. Remarks.—Place the right arm upon the desk, the elbow 

The loop at the bottom, which is the same in the L, short Z,| resting on the edge, the left hand: crossing the right at right 
and the Q, occupies half a space. angles, the side one inch from the desk. 

In shading, the O takes precedence to the line of beauty. Place the feet firmly upon the floor, three inches apart, the 


The A makes one space in width, which is the unit of measure. 


Method of Conducting an Exercise in 
Writing. 

Require the strict attention of every pupil. ‘Let each one be 
supplied, in addition to the writing-book, with pen, pen-wiper, 
ink, and waste paper. At a given signal, let the pupil take the 
following positions and movements successively. 

1. Sit erect, square with the desk, hands together. 

2. Turn right or left side to the desk (as the teacher may 


right three inches in advance of the left, and the book square 
before the right arm. 

If teachers desire to seat the pupils with the left side to the 
desk, let the same angle of the body be observed, the right arm 
resting upon the edge of the desk, half way from the wrist to the 
elbow, the book parallel with the arm. ‘the great difficulty of 
this position, is a proneness of the learner to move the hand down 
to the edge of the desk, resting upon the wrist, and thus destroy- 
ing the free movement of the arm. For beginners, the right side 
is preferable; having learned the movements in this position, 
they can write very readily in the other. 

3. Gpen the books. 

4, Open the inkstand and take the pen. 


Remarks.—The pen should be held square with the paper, 
and at an angle of 51° from the desk, the same as the slope of the 
copies. 

The best position for the pen is that which wiil not interfere 
with the natural position of the fingers. lt may be explained to 
the pupil by letting the right hand fall down by the side of the 
body, with no effort te contract or expand the muscles. Raise 
the hand in this position, and every finger will be in a proper 
place to receive the pen. Place the pen in the right hand, even 
with, or partly over the nail of the second finger, and about three- 
quarters of an inch from it, with the for efing er on the top of the 
peu holder, and the thumb opposite the first joint of the forefinger. 
The pen shou!d be held at an angle that will bring the pen-holder 
just above the last joint of the for refinger. See that the fingers are 
not too straight, but in the natural position they would ‘take in 
hanging by the side, and that Loth points of the pen press equally 
upon the paper. 


5. Bip the pens in the ink. 
G. Write. 


Method of Closing an Exercise in Writing. 


Let the following rules be observed: 
1. Sit erect, and square with the desk. 
2. Wipe the pens. 


3. Close the inkstands and lay down pens. While the ink 
is drying the teacher can mars the credits for the lesson. 


4, Close the hooks and arrange them for collecting. 
5. Collect the books. 


Marking Lessons in Writing. 


A system of crediting should be adopted by which every pupil 
may become his own critic, for exercises in writing. Pupils are 
expected to study thoroughly the principles of writing, as laid 
down on the covers, and then report the credits (as a class or indi- 
vidually), as the teacher names the points of criticism, giving each 


‘pupil as many credits as he has perfect of the ten specified below. 


1. Correct knowledge of the Analysis and rules for the 
formation of the letters. 


2. Correct position of sitting. 

8. Holding the pen correctly. 

4, Sloping correctly (at an angle of .51°). 

5. Writing lightly and easily. 

6. Writing rapidly (if well). 

7, Shading the letters correctly. 

8. Uniformity in spacing. 

9, Writing the same size of the copy. 

19. Neatness, free from blots. 

Teachers can combine these points of criticism mentioned, so as 


to use more or less, to suit their own standard of marking. 
For further explanation, see Penmanship Explained, and Charts. 


4 


Potter & Hammond’s System of Business | 


Writing. 
1. The first distinguishing feature of this system is 
The Original Arrangement of Copies, 

according to six simple, elementary principles—three for the small 
letters and three for the capitals; discarding the old alphabetical 
order of the letters. : 
This system gives THE FIRST COMPLETE ARRANGEMENT OF COPIES 
THROUGHOUT A SERIES OF BOOKS, ACCORDING TO THE SIMILARITY OF THE 
FORMATION OF THE LETTERS, EVER PUBLISHED. 
We only ask any candid person to examine this system and then 
compare different editicns of rival books. The result cannot leave 
any doubt as to the originality of this system. 

2. The second feature is that this system is 

Whe Most Scientific 


ever invented. And the authors therefore claim that their system 
of Penmanship is 
Original and Scientific. 

3. The third feature is found in the unequalled 
Style of Copies. 
NEAT, BEAUTIFUL, EASY, SIMPLE, EXACT, ACCURATE. 

4, Completeness. 

The system is developed in 


THREE DISTINCT SERIES OF BOOKS. 


1. The School Series, in nine numbers. 

2. The Ladies’ Series, in three numbers. 

3. The Mercantile and Ornamental Series, in three numbers. 

Besides these three series of copy-books, the following 
Aids to Teachers 


are offered as accompaniments to the books :— 


1. Six Writing Charts. 


These charts, mounted on heavy pasteboard tablets, embrace all 
the principles, all their combinations and applications, with ex- 
amples in words. Teachers say they are the most complete, method- 
tcal, and valuable writing charts ever published. 


2. Penmanship Explained. 


A book of 100 pages, containing practical suggestions to teachers 
upon almost every topic connected with the subject of penman- 
ship, and how it should be taught. 

It may be used with great advantage as a text-book by all 
classes of advanced pupils. It is the most practical and the most 
scientific treatise on penmanship extant. 


3- The Pen Distributor 


Is a small, neat wooden case, containing drawers with numbered 
grooves for each pen-holder, designed for distributing and collecting 
the pens at the writing exercise, giving the pupil the same pen 
each day, preventing all confusion. A patent-right has just been 
granted for this beautiful piece of school furniture. 


4. Slope Lines. 
A guide to obtain the correct angle in writing. 
5. Record of Recitations. 


In this little book the teacher may record the reports of daily 
exercises in writing. There are ten points to be marked. This 
system of marking is entirely original, and furnishes a perfect and 
definite guide to the teacher in making up monthly or term re- 


oe 


ports, besides being of great value in constantly directing the 
attention of the pupil to the various points which make up excel- 
lence in penmanship. 


6. Teacher’s Monthly Report. 


This blank sheet may embrace the report of the progress of the 
pupil not only in writing, but in whatever study he pursues, 


%. The Business Writer 


Contains complete instruction in penmanship, and also a great 
variety of commercial and ornamental writing, selected from P. & 
H.’s series. 


This complete, original, and sctentific system of penmanship has 
[during the last ten years| changed the whole method of teaching 
writing from simply an Art to be learned by imitation, to an 
Exact ScreNncgE, taught by RuLzes and Principuss, like Arithmetic 
or Grammar, 


Potter & Hammond’s System of Practical 
Book-Keeping, 
BY SINGLE AND DOUBLE ENTRY. 


In three Numbers, or bound in two Books. 


It contains six sets of accounts, and embraces a thorough treatise 
on the subject, with a great variety of test questions, accounts, and 
reviews. It gives the most thorough instruction in single and 
double entry, partnerships, special partnerships, commission, bro- 
kerage, shipments, consignments, mercantile calculations, includ- 
ing averaging accounts and accounts current, with full directions 
for all forms of notes, bills, drafts, checks, letters, bills of ex- 
change, &c. . 


Potter & Hammond’s Steel Pens. 


These well-known pens are manufactured by Joseph Gillott, who 
warrants them equal to any bearing his stamp. They are now ex- 
tensively used, and are pronounced the Best Pens in the market. 
The Extra Fine Pen is adapted to schools of a higher grade and 
those who wish to write a fine hand, while the School Pen is more 
suitable for schools of an intermediate grade. The Commercial 
Pen is one of the best ever made for banks, counting-houses, and 
all commercial purposes. 

Above pens will be sent per mail upon receipt of the printed 
price. 


PRICES OF PENMANSHIP, BOOK-KEEPING, CHARTS, PENS, ETC, 


POTTER & HAMMOND’S PENMANSHIP............per doz. $1.80 
WRITING CIIARTS, in 6 Nos 2.50 
PENMANSHIP EXPLAINED, 18mo., Cloth 75 
BUSINESS WRITER, quarto form 25 
BOOK-KEEPING, No. 1 35 
BLAND OsR 07755505 cvesaysioacks sss ce cetoe scones 
BOOK-KEEPING, No. 2, Common School Ed 
BLANKS to do 
BOOK-KEEPING, No. 8, High School Ed 
BIA NICS: CoO is veas cs Gésadis essence datane a akes per set, 

KEY TO BOOK-KEEPING..........cscescess Cgetssep<cteess 
SCHOOL RECORD........... na sasslaea) uv cos cash meaiairy per doz. 
MONTHLY REPORT............. Bias ceansenaees caeaes 
SLOPE LINES 


per gross 

do. do. in doz. boxes, for retailing “ 
SCHOOL PEN “3 
do. do. in doz. boxes, for retailing  ‘“ 


COMMERCIAL PEN 


Any of the above will be sent by mail or express, on receipt of the price affixed. 


SCHERMERHORN, BANCROFT & CO., Publishers, ME 
512 Arch Street, Philadelphia, and 130 Grand Street, New York. 


A. G. SCHOLFIELD’S COMMERCIAL. COLLEGE. 


’ POTTER, HAMMOND 4 CO. take pleasure in announcing that they have disposed of their interest in the Providence Commercial Academy 
to A. G. Scholfield, Proprietor and Principal of Scholfields Commercial College, 81 Westminster Street, Providence, R. I. This institution, 
which was established in 1846, has been in successful operation ever since, and offers unsurpassed facilities Sor obtaining a complete, thorough, . 
and practical business education. The branches taught are Single and Double Entry Book- Keeping, Penmanship, English Branches, Mathe- 
matics, Languages, Surveying and Navigation, and Mechanical and Perspective Drawing. A sutte of five rooms, handsomely furnished, two 
of which are private, afford ample and pleasant accommodation. A catalogue, containing full varticulars, with a Jew of the leading ideas 
of the Principal, upon business matters, will be sent, prepaid, to any one who may desire it. 


